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GE adds to your AF* 


ACCOMPLISHMENT FACTOR 


Top executives can do their best work when rested by 
America’s finest office chair— GF’s COMFORT MASTER DE LUXE 








Few businessmen consciously associate lifetime service. Its exclusive 5-adjust- 
comfortable seating with their executive ment feature actually’ ‘tailors’ it to your 
productivity. Yet it’s a fact that your body. And, considering appearance, 
mind works more efficiently when your comfort and durability, the small invest- 


body is completely relaxed in a Goodform ment in this chair will pay you divi- 


Aluminum Comfort Master De Luxe. dends many times over. G | > N | > RAL 
This popular model was designed for Why not try a Comfort Master De Luxe F & # E PRO OFI ite 
streamlined elegance as well as efficiency, 


Flect; h ¢ i at your own desk for 10 days without 

reflecting the modern office t ios ‘ : — 
ae oe cost or obligation? Just call your nearest Foremost in Metal Business Furniture 

toward functional beauty. a 


GF distributor, or write The General 
Comfort Master De Luxe, the top Fireproofing Company, Department 
executive’s office chair, is built for M-29, Youngstown 1, Ohio, 





MODE-MAKER DESKS « GOODFORM 
ALUMINUM CHAIRS « SUPER-FILER 
MECHANIZED FILING EQUIPMENT « 


Good metal business furniture is @ 900d invesiment = cr ADJUSTABLE STEEL SHELVING 
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ment METHODS is to offer "practical solutions to 
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highlight a problem without offering at least a 
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tion. Whenever possible, we like to offer the 
reader something he can do right now to correct 
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We endeavor to return all manuscripts. However, 
we assume no responsibility for material not spe- 
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What a typist copies in hours 


...2 Kodak (E> Printer 


+ 


copies in minutes 











Sensationally different copying method 


Now you can make copies of letters, reports, charts, 
invoices, schedules, even magazine papers; and get 
three or more copies—instead of one—from each sheet 
of matrix paper. In making these multiple copies, you 
expose the original document only once. No adjustment 
in your present room lighting is required, either. For 
these reasons, Verifax copying is faster, easier, costs less. 

Anyone in your office can turn out Verifax copies after 
a few minutes’ instruction. Just plug in your Verifax 
Printer where the paper work is heaviest, and you'll 


Verifax 





EASTMAN KODAK COMPANY 


Name ae ED a ne ee =O 


Address 


copying saves wherever there's paperwork 


Industrial Photographic Division, Rochester 4, N. Y. 


Gentlemen: Please send free Verifax folder and names of near-by dealers. 


Company ——___ 


In | minute, for example, 
you'll get 3 copies of 
any letter on your desk 
for less than 4¢ a copy 


never wait again for copies needed in a hurry. 


Your savings in retyping costs alone 
quickly pay for it 

The Kodak Verifax Printer is priced for every office at a 
surprisingly low $240. Your retyping costs last month 
may have added up to more. And, remember, your 
Verifax copies are photo-exact .. . dry, legible, black- 
on-white copies. Proofreading is unnecessary . . . mis- 
takes are impossible. A Verifax Printer is truly one of the 
greatest discoveries for today’s busy offices . . . one of the 
wisest investments you can make! 


Price quoted is subject to change without notice, 








City State 
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AUTOMATIC ELECTRIC COMPANY — A GREAT NAME IN COMMUNICATIONS 




















moves mountains of work! 





FOR EXECUTIVE 
CONVENIENCE— 


A_ special ‘Executive 
Direct-Line’’ unit, 
which gives two-way 
loudspeaker conversa- 
tion at the flick of a 
switch, can be supplied 
with any P-A-X. Illus- 
trated circular sent on 
request. 


Paperwork moves at double speed when your 
organization is equipped with a P-A-X Busi- 
ness Telephone System. That’s because, with 
P-A-X, the facts are only seconds away! 
Let’s look at the P-A-X idea of automatic in- 
side telephone service—it’s potent with man- 
power savings! With a turn of the P-A-X dial, 
your people can reach each other anywhere 
...give or get facts and instructions instantly... 
stay at their posts working, instead of walking 
and waiting to get a job done. 

Everyone saves time and energy—cuts confu- 
sion and errors. Routines hum along smoothly, 
and emergencies can be dealt with quickly 
when P-A-X unites the efforts of an entire 
organization. 

Thousands of companies have found that 
P-A-X telephones speed up work flow and 
hold down overhead. To get the facts, write 
or call: Automatic Electric Sales Corporation 
(HAymarket 1-4300), 1033 West Van Buren 
Street, Chicago 7, Illinois. 


business 
telephone 
systems 


AUTOMATIC — ELECTRIC 
® 
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The individual 
and bad debt losses 
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rHE AUTHOR: N. R. Caine, editor of the widely syndicated newspaper column, 
“Tax Pointers,” holds a C.P.A. certificate in New York, New Jersey, Pennsyl- 


| vania and California. He is a senior partner in the firm bearing his name. 











CEE Phe income tax de- 
duction for bad debts was the subject 
of last month’s discussion in this col- 
umn. Differences were pointed out in 
both the content and the income tax 
treatment of business bad debts and 
non-business bad debts. The fact was 
also pointed out that the deduction is 
allowed generally only in the year in 
which the debt, loan, account receiv- 
able, etc., actually becomes worthless. 

The bad debt deduction, like every 
other deduction in the income tax law, 
is impressed with certain rules, which 
must be carefully observed by the tax- 
payer who wishes to lay claim to its 
benefits. This makes it an extremely 
dificult job to draft a simple restate- 
ment of all the various rules which ap- 
ply to it. The specific questions which 
the Tax Court considered in a recent 
case in relation to the “bad debt” de- 
duction add substance to these re- 
marks. This case dealt with the impor- 
tant distinction between business bad 
debts and non-business bad debts. ‘The 
importance of the distinction is due to 
the different tax treatments that the 
law accords to each: 

Business bad debts. \ taxpayer 
may claim the losses that he incurs 
in connection with his business 

loans, advances and accounts as full 
and ordinary income tax deductions. 
In the event that any such debt be- 
comes partially worthless during the 
year, the taxpayer may claim the 
partial loss as a business bad debt 
deduction. 

Non-business bad debts. A ta x- 
payer may Claim the losses that he in- 
curs in connection with his personal 
and non-business loans and advances 
as a short-term capital loss only in 


the year in which the loans become 
totally worthless. In other words, a 
non-business bad debt is deductible 
only when it becomes completely 
worthless and then, only as a short- 
term capital loss. 

In order to apply the more favor- 
able “business bad debt” treatment to 
a worthless loan, the taxpayer must 
prove that he made the loan in con- 
nection with his trade or business. ‘The 
strictness with which the Courts inter- 
pret this requirement was demonstrated 
by this recent Tax Court decision. ‘The 
facts in the case were as follows: 

The taxpayer was a_ president: o1 

vice-president of a group of nine al- 

filiated companies and a director in 
eight companies. “Logether — with 
other executives in the group and 
the companies in the group, he ad- 
vanced funds to a trust Company in 
which he was director and share- 
holder, in order to remedy serious 
impairments in its capital. The trust 
company was Closely identified with 
the group of corporations with 
which he was associated. The trust 
company was subsequently liqui- 
dated 
claimed his unrepaid advances as a 


whereupon the — taxpaye) 
business bad debt deduction. 

The Tax Court refused to permit 
the business bad debt treatment to the 
taxpayer. The Court noted that the 
taxpayer’s trade or business was that 
of being an officer or director in vari- 
ous corporations, not that of promot- 
ing, organizing, financing or lending 
money to corporations. This label auto- 
matically took the advances out of the 
Making 


loans—no matter how necessary Or Con- 


business bad debt category. 
ducive to the welfare of the employee 
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or his corporation —1i1S not a norn.al 
characteristic of the trade or business 
of an employee. 

It is apparent that a taxpayer with a 
business bad debt has a decided tax ad- 
vantage over one who has a non-busi- 
ness bad debt. He stands a much bette 
chance of recouping some portion of 
his economic loss through a tax deduc- 
tion. ‘This raises the question: What 
characteristics must be impressed upon 
a debt to give it a business connota- 
tion? Neither the law nor the Regula- 
tions provide a completely satisfactory 
answer to this question. If any general 
rule is to be forth, it is that the debt 
must bear approximate relationship to 
the taxpayer's trade or business to be 
given a business connotation. 

A ‘Tax Court case on this subject in- 
volved the following facts: 

The taxpayer organized a real estate 

corporation in association with cer- 

tain other individuals. He acted as 

the corporation’s president, treasure) 

and manager. Under his direction, 
the corporation erected an apart- 
ment house under a mortgage loan. 
After many years of successtul oper- 
ation, the corporation met with re- 
verses. Finally in 1943, in lieu of 
foreclosure, the corporation executed 
a deed to its land and building to 
the Superintendent of Insurance. It 
thereafter dissolved, owing the tax- 
payer substantial sums of money on 
loans and advances. The taxpayer 
claimed the resulting losses as fully 


deductible business ‘“‘bad debts.” 


Were these the only facts that the 
taxpayer submitted to the Tax Court 
to back up his right to take the losses 
as fully deductible business bad debts, 
he would probably have lost the case. 
He would then have been relegated to 
the same position as a passive investor 
whose losses of this type are treated as 
non-business bad debts and thus sub- 
jected to all the crippling limitations 
of a short-term capital loss. 


However, the taxpayer definitely 
proved that his activities in organizing, 
financing and managing corporate en- 
terprises were so broad and varied that 
they constituted “carrying on a trade 


or business.” Under these circum- 
stances, the Tax Court permitted him 
to deduct the losses as fully deductible 
business bad debts. (next page, please) 
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Does your payroll system burn up money ? 


Eminent authorities agree that there’s less irritation and 
less expense in getting out payrolls, regular or king size, 
with simple McBee methods on the job. 

Philip Morris, the tobacco people, had a real problem pre- 
paring weekly paychecks for 600 salesmen and 160 office 
workers. For one thing, the salesmen were scattered from 
one end of the country to the other. And don’t forget Hawaii. 
Paychecks had to go out almost the minute expense accounts 
came in. And with so many widely dispersed salesmen, 
there were umpteen different deductions to worry about. 
McBee Payroll Posters and Keysort checks enable four girls 
in accounting to handle Philip Morris’ payroll in one day. 
The Payroll Poster gives Philip Morris a complete record 
for each employee — from check to journal to employee’s 
record card — all in a single writing. 


Keysort checks, marginally punched for quick, accurate 


MAIL THIS COUPON TODAY 
The McBee Company * 295 Madison Ave., New York 17,N.Y. 
We’re interested in knowing how KEYSORT can improve 


our [_]| Ppayrou [_] CHECK RECONCILEMENT 














FIRM 

ADDRESS. cITY_ 
ef: = 

OF es eee —____NO. OF EMPLOYEES 





sorting, speed up the reconcilement phase of Philip Morris’ 
payroll work. “Batch” reconcilement of paychecks saves 
up to 85% in operational time. 

The negligible investment required by the Payroll Poster 
and Keysort paychecks and the amazing capacity and effi- 
ciency of these simple payroll control methods recommend 
them to any firm, whatever the size of its payroll. 
There’s a McBee representative near you. He’s trained to 
analyze your payroll set-up and advise you whether or not 
McBee can help you. Ask him to drop in. Or mail the coupon. 


THE McBEE COMPANY 


Sole Manufacturer of Keysort—The Marginally Punched Card 


295 Madison Avenue, New York 17, N. Y. 
Offices in principal cities. The McBee Company, Ltd., 
11 Bermondsey Road, Toronto 13, Ontario. 
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He ERE is a man who has discovered 
a new source of time, the most 
critical factor in today’s business. 

It’s right there in his handsome 
““time-engineered’’ Shaw-Walker 
desk. A marvel of efficiency, its 
drawer space, height, working area 
all give the man who sits behind it a 
clear mind as well as a clean desk. 
He can do more and do it better with 
less strain on both mind and body. 

“ Time-engineering”’ is the exclu- 
sive quality that makes this desk 
and all Shaw- Walker equipment such 
valuable profit tools. For never be- 
fore has the efficient handling of 


, Built Like a 
M Skyscraper” 
£4 

‘ 


fi 
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a) SHAW-WALKER 





76 models of organized desks. 27 chair styles to conserve energy and eliminate back strain. 


ze 
t 
N . ” = 
ew low height (29 )sveeds + tae 
reading, writing, reaching. Jab 
aor r yA 
Records drawer organizes Oe es a 8 


card lists for speed. 
Built-in organizer rack for yy A 
papers, forms, pads. . 


Waste basket in drawer 
saves time, floor space. 


paper work and the conservation of 
time been so important to profits. 
Since 1899 Shaw-Walker has devel- 
oped over 4,000 ‘“‘time-engineered’”’ 
products for American business. 
There are desks, chairs, Fire-Files, 
filing cabinets, loose-leaf and pay- 
roll equipment—everything for the 
office except machines. 

By making every job easier, every 
worker more efficient, Shaw- Walker 
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ORGANIZED FOR WORK 


“Where does he find time to do so much?’’ 



































— sae Most comfortable working 
top ever invented. 
ned ; WA 3 Specific compartments for 
— ei Sy all working tools—from 
te 44 paper clips to binders. 
~~ TAs 
- ii HW , Four ‘‘in-drawer'’ letter 
| A 4 ol baskets organize papers. No 
he desk-top clutter. 
ee 


File drawer organizes work 
for easy reference. 


equipment is a self-liquidating in- 
vestment and a day by day profit 
maker. If you are setting up a new 
office or modernizing, make use of 
Shaw-Walker “time-engineered”’ 
equipment to make the most efficient 
use of time—every minute of it. 
280-page OFFICE GUIDE. Pictures, describes and 
prices equipment and systems “‘time-eng?- 
neered”’ to lower office costs. Everything for the 
office except machines, 4000 items by Shaw- 
Walker. Request on business letterhead, please. 


Largest Exclusive Makers of Office Furniture and Filing Equipment in the World 
Executive Offices at Muskegon 6, Michigan—Branches and Exclusive Dealers in All Principal Cities 








The taxpayer's evidence disclosed 


that he had, either alone or in associa 
tion with others, organized and _ fi 
nanced ten real estate corporations ovel 
a period of vears. In addition, he had 
participated in a number of other 
ventures and syndicates. These varied 
ventures definitely stamped his activ- 
ities as a “trade or business” in the eyes 
ot the Tax Court. 

This rule as to the deductibility of a 
business bad debt was again considered 
by the Tax Court in the light of the 
following facts: 

The taxpayer owned and operated 

several corporations which he had 
organized. It was his practice to ad- 
vance money to these corporations. 
One ol 
worthless and the taxpayer there 


these advances became 
upon claimed it as a fully deductible 
business bad debt. 

The Tax Court refused to sanction 
the taxing authorities’ attempts to im 
pute non-business characteristics to the 
bad debt. It stated that the debt had a 
direct connection with the business 
carried on by the taxpayer and that he 
had treated it correctly as a fully de 
ductible business bad debt. 

A borderline situation in which the 
treatment of the deduction presented 
difficulties was strikingly illustrated in 
another Tax Court decision: 

Two taxpayers—husband and wite 
—were involved. The husband was 
regularly engaged in the business ol 
investing in, promoting, financing 
through loans and actively serving 
as an officer and/or director of a 
number of promising corporations. 
30th he and his wife made certain 
loans to one of the companies in 
which he was interested. These loans 
subsequently become worthless. 

The Tax Court held that the hus 
band was clearly entitled to a full and 
ordinary business bad debt deduction 
for his loss—the loan was made in con- 
nection with his regular trade or busi 
ness—that of financing new enterprises. 
As to the wife, the Court limited he 
to a non-business bad debt capital loss; 
her loan was made as an investment— 
not as a business loan in the course ol 
her active business operations. 

The distinction between the business 
bad debt and non-business bad debt is 
not the only pitfall that a taxpayer will 
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encounter in the bad debt area. Rather 


than discuss the principles involved, I 


prefer to focus your attention on the 


facts involved in another recent case. 
These will highlight the dangers of 
the situation: 
The instant taxpayer held the notes 
of another taxpayer. For many years 
no payments were made at all on 
these notes. Finally, the taxpayer 
wrote the debts down to $1,000 and 
claimed the difference of approxi- 
mately $21,000 as a fully deductible 
bad debt loss. He was induced to do 
this by a statement from his debtor. 
This showed the latter to be hope- 
lessly insolvent. Later the same day, 
in an apparently independent trans- 
action, the taxpayer sold the note 
to the debtor’s brother for $1,000. 
The Tax Court held that the tax- 
payer automatically forfeited his right 
to the bad debt deduction when he 
sold the notes. In doing this, he con- 
verted the bad debt transaction into a 
sale of a capital asset and thus bound 
himself to claim the loss as a restricted 
and limited capital loss. The Court 
found no difference between the instant 
taxpayer's situation and one in which 
a taxpayer first sells a note for a frac- 
tion of its face value and then charges 
off the unsatisfied balance as a bad 
debt. In such cases, the loss is invari- 
ably held to be a capital loss—not a 
bad debt. It then stated its conviction 
that “the result is the same even 
though the charge-off of the debt takes 
place prior to its sale as long as both 
events occur in the same taxable year.” 
The taxpayer thus unwittingly step- 
ped into a tax deficiency of many 
thousands of dollars. Had he not sold 
the notes to the debtor’s brother for 
the nominal $1,000 sales price, he 
would have saved many times the 
$1,000 in tax payments. m/m 
“worth 
A new kind of corporate title: 
The title of Vice President in Charge 
of Human Relations has_ recently 
been bestowed on William G. Caples 
by Inland Steel Company. His job: 
supervision of personnel, industrial 
and public relations; supervision of 
employment practices, help and 
training programs; maintenance of 
management development programs; 
special assignments human relations. 


repeating" 
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A big part of office cost is labor cost and for 
that reason, a poor system takes a real bite out 
of company earnings. In designing a system, a 
fresh viewpoint—based on experience and ideas 
—is a help. The Moore man often recommends 
a short cut, application or device that results in 
considerable improvement. He takes the part of 
an ‘employee’ not on the payroll, working side 
by side with the company’s men for improve- 


ments like those below. 


The case of the OVERLOADED FREIGHT 








6-part 
Moore Fanfold 


with carbon 
interleaved 


The Problem: A storage and trucking 
outfit, operating locally in a metropoli- 
tan area, was having trouble keeping 
records straight on 3 kinds of ship- 
ments... 
¢ Hauls from interstate carriers to 
local consignees. 
e Hauls from local shippers to 
local consignees. 
e Hauls from local shippers to 
out-of-area consignees. 
Paper work was complicated by the 
fact each shipment could be either 
CHARGE Or CASH, each PREPAID Or C.O.D. 
There was a jungle of forms, each with 
same or similar information written 
down again and again, taking up to 5 
or 6 writings per shipment. Confusion 
of charges vs. credits, counter-charges, 
transcription errors, etc. A waste of 
man hours. 


The System: 6-part Fanfold as follows: 
Part #1 is Daybook copy listing ship- 
ments on hand (later a permanent 
record). #2 is Customer Invoice show- 
ing charges, with #3 a duplicate. Ac- 
counts Receivable works from #4. #5 


(Advertisement) 











is Receipt and Record for consignee on 
collect shipments. #6 is Manifest that 
monitors movement of drivers and 
collections due in. 

This 6-part version covers hauls from 
interstate carriers to local consignees. 
The other 2 shipments are controlled 
with 4-part counterpart: in these cases 
copy of Bill/Lading replaces consign- 
ee’s copy (#5), and shipper’s pick-up 
notice serves as Manifest ( #6). 


Savings and Gains: 5 or more typings 
have been reduced to 1. No confusion 
in charges and credits, now that com- 
plete information is printed on all 
copies without error. Fanfold, with 
its continuous and interleaved fea- 
tures, saves time and trouble of hand- 
stuffing carbon paper and inserting 
and aligning in carriage. A planned 
layout with information allocated 
efficiently, part to part, allows quick, 
accurate typing. It is simpler to break 
in new people on the system. 


The case of the CARBON SPOT 






6-part Moore 
Register Form 
with strip carbon coating 


The Problem: A building supplier wel- 
comed bigger sales volume but his staff 
groaned—a cumbersome system kept 


(Circle 647 for more information) 


them from getting the work out. Billing 
Dept. used Part #3 of a 3-part hand- 
written Register form to type a 4-part 
padded Invoice, 2 copies of which the 
customer got. The envelope took a 3rd 
writing. There was hand-stuffing of 
carbon with tedious inserting, aligning, 
etc., in the typewriter. 


The System: 6-part Moore Register 
Form and Register. Part #1 Delivery 
Receipt; #2 Customer; #3, #4, #5, #6 
Invoices for Office, Customer (2 copies) 
and File. The parts are written on 
Moore's Utility 88 Register, which 
ejects #1 and #2, automatically refold- 
ing the rest in its 
storage compart- 
ment. The driver 
lets customer 
receipt #1 and 
retain #2. The 
stored parts ( #3 
through #6) go 
to Billing as a 





Strip carbon coating 
on 3 copies saves 
writing time and 

simplifies procedure 


continuous strip, 

and are inserted in typewriter and 
extended. Strip carbon coating on 
#3, #4, #5 permits writing information 
on all 4 copies without carbon stuff- 
ing. The two customer Invoice copies 
(#4, #5), already addressed, are 
mailed in window envelopes. 


Savings and gains: In place of 3 
writings, 1 accomplishes everything 
(except extending). Carbon stuffing 
is eliminated. The continuous feature 
speeds the job (1) in the Register 
at original writing and (2) when 
extending. The improvement has 
handled increased load without in- 
creased staff. 





a the Moore man, acting as an,;“em* 
ployee’ not on the payroll, succeeds © 
in bringing companies worthwhile 

improvements. The way to find out 

if he can do this in your case is to 

ask him to drop around when you're 

ready — or a little before. Or, when 

you have a minute, write Moore to 

send you samples of improvement 

in your field. Use the card tagged in 

or write: Moore Business Forms, Inc., 

Niagara Falls, N. Y., Denton, Texas 

or Emeryville, California. 
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3 DISCS 


and 


33/4 rpm* 


make this 

MORE THAN 

the. finest dictating 
instrument 


FOR YOU! 








Dictation Disc, 
57%g"' diam., 30 minutes 


Mail Chute Disc, 
378’ diam., 15 minutes 


Memo Disc, 
3’ diam., 8 minutes 


Scriber 


EQUIPMENT 


Sound 


DICTATING 


Trade Mark 








WORLD’S MOST VERSATILE 
COMMUNICATIONS AID 


SoundScriber Corp., Dept. M-4 
New Haven 4, Conn. 
Please send sample Disc and info. 








Company .. 
Address .. 


Lightest all-purpose recorder 
On-the-Disc Instructions 

50% Easier to Use 

Disc-on-Disc Recording 

Tone-Color Quality 

¥ Discs Play on Standard 3313 Phonograph 










ELeLE 


[] Also send information on 
SoundScriber Remote Dictation 
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by Leslie M. Slote 


Ass't. to the Pres., Ketay Mfg. Corp.; Management and Labor Relations Consultant 


questions 


“Because of business conditions, 
we find that a layoff is imminent. 
However, we expect sales to pick up 
in a few months and are planning 
a “share the work” policy mainly to 
help retain a pool of trained, skilled 
employees. What do you think of 
this policy and what do union con- 
tracts in other industries provide 
for?” 


diagnosis: 


If the policy you suggest is accept- 
able to your workers and the union, | 
certainly think that it is worth a try. 
When we operate at full capacity pro- 
duction, we recruit, screen, select and 
train employees at great cost. We then 
follow up with merit rating and up- 
grading to retain their services, in- 
crease efficiency and reduce turnover. 
However, as soon as business drops and 
there isn’t enough work to go around, 
we have to pare labor costs—so we 
immediately lay employees off, which 
can’t help but shake the workers’ se- 
curity and confidence in the company’s 
industrial relations policy. A shortei 
work week in lieu of a layoff seems to 
be advantageous to both management 
and labor. 

Many collective bargaining agree- 
ments now provide for share-the-work 
statements of policy, or contain speci- 
fic clauses to minimize the extent of 
layoffs. For example, before a_layofl 
can go into effect, some contracts pro- 
vide that overtime be stopped, proba- 
tionary employees are then dropped, 
recent hirings up to a certain point ol 
seniority are terminated and extra 


shifts are eliminated if they are not 
technically essential to the manufactun 
ing process. Other contracts specify 
that when a work force is to be re 
duced by a certain percentage (say, 
50°7), a shorter work week must’ be 
inaugurated. The work week is usually 
shortened to 32 hours and, if neces- 
sary, is held at that level through addi- 
tional layoffs. In such circumstances, a 
limit is almost always placed on the 
reduced work week and, after a period 
of one to two months, such contracts 
require that the regular 40-hour weck 
be restored with more layoffs to follow 
if necessary. A few contracts provide 
for rotation rather than shortening ol 
the work week. For example, one half 
of the employees in a given depart- 
ment may work one week and then be 
laid off for one week, while the other 
half works. This provision is not com- 
mon nowadays and was more preva 
lent in the thirties. 

In general, throughout the country, 
there is a restricted use of the reduced 
work week—it occurs mostly in sea- 
sonal industries or in “single’”’ industry 
towns. Unions and labor both appeat 
to be opposed to the shorter work 
week—employees with seniority object 
because it threatens their job security 
and reduces their annual earnings. The 
union calls it “sharing the poverty” 
and also fears that it may be used as a 
weapon to soften up workers before 
contract negotiation time. The trend 
appears to be away from the reduced 
work week in favor of the layoff. ‘This 
is shown in contracts formerly provid- 
ing for share-the-work policies or 
clauses, which now have rejected such 
concepts in favor of specified order of 
layoff. m/m 


methods 
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@ @ W@W FIRST ANNUAL 


“BEST PLACE TO WORK?’ 





april 1954 


for outstanding examples of cffice layout and planning. 


Ist award—$500.00 


BEST INTEGRATED GENERAL OFFICES now occupied 
by a firm with fewer than 500 office employees. 


Special award—$100.00 


BEST EXECUTIVE OFFICE OR SUITE for one man or 
for a group of executives whose offices are ad- 
jacent to one another. Any size firm. 


Special award—$100.00 


BEST CLERICAL WORK CENTER. May be a single de- 
partment or the entire clerical operation in a 
firm of any size. 


Special award—$100.00 


BEST EMPLOYEE LUNCH/LOUNGE AREA in a firm of 
any size. Entry may be of separate lunchroom, 
lounge, cafeteria, coffee bar, or a combination 
of any of these areas. 


Special award—$100.00 


BEST BOARD OR CONFERENCE ROOM in a firm of any 
size. Area may be for large groups or small con- 
ferences, or a combination of the two. 


Special award—$100.00 
BEST RECEPTION ROOM in a firm of any size. Area may 
be for multiple use or reception only. 


Special award—$100.00 


BEST “SPECIAL SITUATION” SOLUTION in a firm of 
any size, which shows a practical solution to an 
unusual problem in design or layout. 


10 HONORABLE MENTIONS 


HONORABLE MENTION AWARDS will be made in any 
of the above categories at the judges’ discretion. 


AWARD ENTRIES CLOSE JUNE 21, 1954 


(Circle 600 for more information) 








for 
management 
men 





What makes your firm a “Best 
place to work’? 


These Awards aren’t concerned with merely 
“beautiful” offices. But they are designed to 
demonstrate how well-planned, properly inte- 
grated offices improve employee productivity and 
morale. 

If your company has done an outstanding job 
in any of the categories listed at the left, here’s 
a chance to win recognition and—at the same 
time—gain favorable employee, public and 
stockholder publicity. Winning entries will be 
published in Management METHODS or THE 
INTEGRATED OFFICE. 



















It’s easy to enter 


Elaborate entries or costly photographs are 
not necessary. Just have the pertinent person 
in your firm—or your architect or designer— 
fill in the official entry blank and clip to it a few 
photographs, snapshots or sketches. That’s 
ali! Contest closes June 21. All entries must 
be on the official Management METHODS entry 
blank. You can get an entry blank by circling 
No. 600 on the Reader Service Card bound in 
this issue. 














Who can enter 


The Awards are open to companies of any 
size. Entries may '« submitted by a company, 
architect or an« _— uesigner. The cash awards 
and scrolls wi. go to the winning architects 
or designers. Scrolls suitable for framing will 
also be presented to the award-winning com- 
panies. More than one entry can be submitted. 
In addition, all entries will be automatically 
reviewed by the judges for possible consider- 
ation in categories other than the one spe- 
cifically selected by the entrant. 














SeREREBEHEHEEE Ss 
for ENTRY BLANK and rules 
please circle No. 600 on postage-paid Reader 







Service Card bound in this issue 


CONTEST EDITOR 
Management Magazines, Inc. 
141 East 44th Street, New York 17, New York 

































Old-fashioned office furniture hi-jacking your office efficiency? 


Poor lighting robbing your office? 
Bad office layout stealing time? 


COPS--NEW CERTIFIED OFFICE PLANNE 


SERVICE 


arrests waste, guards efficiency--in one no-extra-cost ‘‘package’’ 


MODEL OFFICE CENTER shows actual samples of draperies, 
floor coverings, upholsteries, wall colors. Magnetic lay- 
out planning board demonstrates with mobile scale 
templates how to conserve high-cost office space. ‘Plan- 
ning Corner” helps visualize end result in color. 






COPS PREVIEWER gives 
advance look at general or 
executive office schemes 
integrated with rich, dis- 
tinctively grained wood 


desks and chairs. Just 


call the COPS man—he’ll 
bring one to your office. 





M 


There’s a thief abroad in your office if it 
hasn’t been modernized in the last few 
years. New developments in lighting, lay- 
out, and space-saving wood desks and 
chairs can increase the efficiency of your 
employees out of all proportion to cost. 
The added customer prestige and height- 
ened staff morale which modernization 
provides are pure bonus. 


Until now, office modernization has been 
a forbidding task. A busy executive 
wasted time talking with a dozen suppliers, 
following through on delivery, getting a 
dozen different kinds of hit-and-miss 
advice. NOW YOU GO TO ONE MAN 
—YOUR ‘“‘CERTIFIED OFFICE 


Coordinated by 





MODERN DESIGN WOOD FURNITURE provides a warm and friendly atmosphere that 
is right for the office, as it is for the home; costs no more, offers advantages in 
densified, splinter-proof legs; eye-appealing, inimitable grained surfaces; space- 
saving design; long-lasting finishes; ease of maintenance; quiet dignity; efficient 
and comfortable posture seating. 


PLANNING SERVICE” DEALER. He 
takes over the whole job—layout, color 
schemes, floor coverings, draperies, up- 
holsteries, desks and chairs, lighting and 
sound-conditioning. He shows you—in 
advance—exactly what you get. And you 
get it correctly without trouble. You 
assume none of the time-consuming de- 
tails. You pay nothing for this expert 
planning and follow-through beyond the 
cost of materials and installation. 


This new worry-free modernization plan 
can help you, no matter how large or 
small your requirements. Call your near- 
est COPS dealer. No obligation. 


WOOD OFFICE FURNITURE INSTITUTE 


730 ELEVENTH ST., N.W., WASHINGTON 1, D.C. 


See the Model Office Center at your nearest Certified Dealer 
(Circle 667 for more information) 





CALL THE 


. COPS man 


Authorized Certified 
Office Planning 
Service Dealers : 


Oilice 


Planning 


Service 
ny % 


ALLENTOWN, PA.: Frank J. Haberle 


BALTIMORE, MD.: Baltimore Stationery Co.; Koch 
Office Supply Co., Inc. 


BARTLESVILLE, OKLA.: Bartlesville Stationery Co., 


Inc. 
BEAUMONT, TEXAS: Lamb Printing & Stationery Co. 


BOSTON, MASS.: L. E. Muran Co.; L. J. Peabody 
Office Furniture Co. 


BROCKTON, MASS.: South Shore Office Supply & 
Equip. Co. 


CHICAGO, ILL.: Cook’s Office Equipment, inc.; 
Graver-Dearborn Corp.; Horder’s, Inc.; Office 
Furniture Clearing House 


CINCINNATI, OHIO: Globe Office Equipment & Sup- 
plies, Inc. 


COLUMBUS, OHIO: Heer Printing Co. 
DECATUR, ILL.: Haines & Essick 


DENVER, COLO.: Business Furniture Co.; The Ken- 
drick-Bellamy Co.; Mutual Furniture & Fixture Co. 


DETROIT, MICH.: M. A. Ellman & Co.; W. B. Gregory 
& Son, Inc. 


EVANSVILLE, IND.: Smith & Butterfield 

FAYETTEVILLE, N. C.: Hatcher’s Office Supply 

FT. WORTH, TEXAS: Stafford Lowdon Co. 

HOUSTON, TEXAS: Cargill's 

—— KAN.: Roberts’ Printing & Stationery 
°. 


KENOSHA, WISC.: Brosk Office Supply 
LINCOLN, NEB.: Latsch Bros., Inc. 


LOS ANGELES, CALIF.: Southern California Sta- 
tioners 


MINEOLA, N. Y.: D. Waldner Co., Inc. 

NASHVILLE, TENN.: Foster & Parkes Co. 

NEWARK, N. J.: Brenner Desk Co. 

NEW YORK CITY: Clark & Gibby; Desks, Inc.; Met- 
eee Office Equipment Co.; Charles S. Nathan, 
ne. 

OGDEN, UTAH: Weber Office Supply Co. 

OKLAHOMA CITY, OKLA.: Branham’s, Inc. 

OMAHA, NEB.: Peterson Lithograph & Printing Co. 

ORLANDO, FLA.: George Stuart, Inc. 

PITTSBURGH, PA.: Business Furniture Co. 

PORTLAND, ORE.: The J. K. Gill Co. 

RENO, NEV.: Morrill and Machabee, Inc. 

RICHMOND, VA.: Richmond Office Supply Co., Inc.; 
Southern Stamp & Stationery Co. 

iia eae N. Y.: Heinrich Seibold Stationery Co., 
ne. 

ST. LOUIS, MO.: S. G. Adams Co.; Buxton & Skinner 
Printing & Stationery Co. 

ST. PAUL, MINN.: Curtis 1000, Inc.; McClain & 
Hedman Co. 

SAN ANTONIO, TEXAS: Don Wittig 

SAN DIEGO, CALIF.: San Diego Office Supply & 
Equipment 

SAVANNAH, GA.: The Review Co. 

SEATTLE, WASH.: de Voss Desk Company 

SIOUX FALLS, S. D.: Brown & Saenger; Midwest- 
Beach Co. 


WASHINGTON, D. C.: Andrews Office Supply & 
Equipment Co.; Commercial Office Furniture Co.; 
Stern Office Furniture Co.; Chas. G. Stott & 
Go. ine. 

WATERLOO, IOWA: Kirk Gross Co. 

WICHITA, KAN.: Goldsmiths 


WICHITA FALLS, TEXAS: Buchanan Stationery Co. 


If your city is not listed write for name of your nearest 
dealer to WOFI, 730 11th St. N.W., Wash., D.C. 


MEMBERS CF THE WOOD OFFICE FURNITURE INSTITUTE 
e@ ALMA Desk Co. e CLEMCO DESK MANUFACTURING 
Co.e DoTEN-DUNTON DESK Co.¢e HIGH POINT 
BENDING & CHAIR Co. e HoosiER DESK Co. 
e IMPERIAL DESK Co. e INDIANA CHAIR Co. 
e INDIANA Desk Co. e JASPER CHAIR CO. 
e JASPER DESK Co. @ JASPER OFFICE FURNITURE 
Co. e JASPER SEATING Co. e JOHNSON CHAIR Co. 
e THE LEOPOLD Co. e MYRTLE DESK Co. 
e@ ROCKWELL-BARNES Co. e THOMAS FURNITURE Co. 
e WELLS FURNITURE MANUFACTURING Co. 
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comes to 
industry 


SCALE MODELS CAN SAVE 
MONEY AND TIME IN 
REMODELING AND NEW 


CONSTRUCTION 


by John B. Findlay, Jr. 


10ds april 1954 


uu Suppose you had just 
spent a considerable sum modernizing 
the machine layout of your plant. 
Then, two days after work resumed in 
the redesigned area, a worker’s leg was 
crushed against his lathe by a passing 
fork lift. 

Result: a man is crippled, compen- 
sation is paid to the worker and his 
productive time lost, plus the expense 
of relocating his lathe. 

Or, suppose you had just completed 
an expensive re-routing job of your as- 
sembly line. On 
looked ideal. 


blueprints, flow 
But once in production 
again, a forgotten group of overhead 
conduits now prevented clear flow of 
your products. 

Result: 
detours during a costly relocation of 
that conduit system. 


temporary, but expensive, 


Such mistakes do happen. The ex- 


amples above dramatize the  im- 
portance of a new tool for industrial 
planning: three-dimensional scale mod- 
els. Accurate, miniature visual pro- 
jections of future planning or con- 
struction are recognized today by ex- 
ecutives as valuable tools, and not 
fancy toys. 

A well-executed “3-D” job may seem 
expensive. But consider the theoret- 
ical case of our lathe operator above. 
Expenses resulting from that miscalcu- 
lation alone would far exceed the cost 
of analyzing the proposed layout and 
using a “3-D mock-up” of proposed re- 
alignments, before those changes were 


authorized. 


Models serve additional purposes 
Preventing costly errors in pre-plan- 
ning is not the only “plus value” of 
scale modeis. 
their 
bugs from new construction, they can 
be exploited in at least three other 


After they have served 
original purpose of eliminating 


ways: in the Maintenance, Training 
and Public Relations Departments. 
Some elaborate scale models are so 
delicately constructed that a plant en- 
gineer can tell by looking at the minia- 
ture factory whether or not a specific 
valve is open or shut! Your mainte- 
nance engineer or trouble-shooter can 
get an extremely helpful and compre- 
hensive picture of a specific trouble 
And he 


this picture before he sets to work on 


area from the model. gets 


the actual repairs themselves. 

Personnel training and orientation 
are measurably aided by giving the 
trainee a compact, concise picture of a 
plant’s inter-relation and operation— 
visualizations he could not absorb with- 
out prolonged contact with, and ob- 
servation of, a given site. 

Public relations usage includes inte- 
gration of the scale model into a com- 
pany exhibit. Youngsters and “old- 
youngsters” alike seem unable to resist 
the magnetism of a carefully con- 
structed model. Prospective buyers of 


steel into palpable structures today of 
metal, wood and plastic—and at a 
price that is, expressed as a percent of 
total construction cost, very small. 


Three major types of models 

There are several national organiza- 
tions devoted to constructing scale 
models. Generally speaking, they offer 
three types of service: 

1) “Toy soldier” 

2) Topographical models 

3) Contract service 

The “toy soldier” type is the least 


Courtesy: Progressive Architecture 





This building isn't finished yet. The modelmaker's skill combined with effective photography pro- 
duce this striking photo of a proposed New York City bank. 


your product are always more favor- 
ably impressed by a three-dimensional 
plant model than by all the pictures 
(internal and external) of your facil- 
ities that you can muster. 

To “suppose” again, suppose you be- 
lieved in the long term economy of a 
plant addition that 
pensive, but justified. Approval of the 
Board of Directors is needed. You can 
visualize the addition; you see it per- 
But how can 


would be ex- 


fectly in your own mind. 
you convince the Board—make them 
see the 1964 that you see today? 

One persuasive way is the three-di- 
model. It 


mensional projects the 


plans of today into the future. It con- 


verts future structures of concrete and 


expensive. It requires that the user 
lay out a grid of his floor or area plan 
to conform with the scale of accurate 
models (“soldiers”) available from 
specialists in the field. One model 
company, alone, has available 1750 
standard models of industrial equip- 
ment in general use. 

Topographical models are, of course, 
more costly. But they earn their extra 
price through projection—projection, 
that is, of a company’s long-range ex- 
pansion plans. 

Suppose (once again) you make out- 
You are sure today’s 
volume will double in ten years. You 
are badly in need of space in your pres- 
ent location and must plan for expan- 


board motors. 






















“for our ’ 
EXECUTIVE oe. 


VEEP!...the <% 
highest-paid \ 
traffic cop 


») on earth!” 


—or tet FEGHNIPLAN 


solve office traffic problems! 


He’s a great “Veep!”—very office-efficiency-minded. 





palpate He policed the Billing Section aisles—tried heroically 
ENGINEERED 1th a full-ti ‘ot l 
MODULAR to unsnarl the traffic—a full-time job on any norma 
OFFICES business day. 


But, NO MORE! TECHNIPLAN, the original engineered modular 
office equipment, eliminates traffic casualties, and confusion, in all 
aisles and passages, as well as solving a lot of other tougher problems. 





Note these examples: 

@ Clean, straight-line arrangement speeds AY é [ a 
work, reduces traffic. g 4 ~y 

e@ Work flows on its course without con- [_4] (| 


fusion, unnecessary noise, or delay. 





e@ Workers have precisely the work facili- 
ties needed for every job. 





e Space is conserved — better utilized — 
with uncrowded comfort for everyone. 


e Improved illumination is readily achiev- 
ed, with benefits to worker and employer 
alike. 


@ Any TECHNIPLAN arrangement is quick- 
ly, easily altered to fit desired changes — 
no special tools or skill. 


@ Privacy is afforded wherever needed or 
desired, with standard interlocking parti- 
tions. 


e@ New free-standing partitions enclose 
private offices, executive suites, and 
departmental sections or groups. 





This combination of features is exclusive with G/W TECHNIPLAN, 
and accounts in part for the widespread adoption of TECHNIPLAN 
by businesses of all types and sizes. 


Your G/W dealer will demonstrate TECHNIPLAN or direct you to 
nearby installations. Find him in your classified ‘phone book listed under 


“Office Equipment.” A line to us on your letterhead will bring detailed 
information. Address Dept. 3-M. 











Engineering Specialists in 
Office Equipment, Systems 


and Visible Records 
(Circle 628 for more information) 


Cincinnati 12, Ohio 








sion. You hope to move to a town 


with good labor supply, good tax situ- 
ation and good prospects for expan- 
sion. But this move requires a vast in- 
vestment today. 

To justify this capital outlay, you 
must “sell” top management on long- 
range benefits of such move. It seems 
certain that two topographical models 
would help your “sale”: one showing 
present cramped quarters and lack of 
expansion room; the second laid out 
to illustrate new, projected quarters 
and their suitable growth possibilities. 
Experiences of some companies 

Use of a three-dimensional layout is 


reported to have saved one company 


an amount “well up into six figures.” 





Topographical, 3-dimension layout shows potential expansion—or more efficient use of present facilities. 


Here is what happened: this concern’s 
expansion led to a move into an un- 
occupied plant. Certain adaptations 
were needed: relocation of annealing 
equipment existing in its new indus- 
trial home and realignment of the 
company’s steam expansion pipes to 
avoid interference with steel arches ex- 
isting in the new acquisition. 

Reported cost of the “3-D” model 
which united in miniature the two lay- 
outs was $3,000. But in addition to 
the “six-figure” money saved by elim- 
ination of bugs, the model also 
smoothed the way to a rapid transition 
and to a far earlier production date in 
the new quarters. 


\nother company solved then prob- 
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MORE 
WORKING 
MINUTES 


Don’t walk-TALK with 
Executone intercom! 


No need to waste time shuffling between 
offices forinformation and instructions. 
Just push a button and talk! Walking 
time becomes working time. Telephone 
lines are kept open for outside calls; rov- 
ing employees are located immediately ! 
Production is increased, costs are cut. 
Installations in every type of business 
and organization prove that Executone 
pays for itself many times over. 


Lyeci/one 








INTERCOM 
SYSTEMS 


EXECUTONE, INC., Dept. D-5 

415 Lexington Ave., New York 17, N.Y. 
Without obligation, send booklet de- 
scribing how Executone helps cut costs. 
[ am particularly interested in: 


(_] Intra-plant communication 
(_] Switchboard relief 
_) Locating personnel 


Name Title 





Firm 





| 

| 

| 

_ = | 
| Inter-office communication | 
| 

| 

| 

| 

| 


Address____ 2 ae 


Sh se i ince en ahem ee staan al 


In Canada— 331 Bartlett Ave., Toronto 
(Circle 624 for more. information) 


april 1954 








These industrial equipment models, many with 
moving parts, are part of standard equipment 
for industrial planning. 


lem by “3-D” when they ordered a new 


“considerable 
height.” ‘They used models in deter- 


hydraulic press of 


mining proper floor placement.  Un- 
expectedly, the accuracy of the model 
setup revealed that their overhead 
crane would have failed to clear the 
press by some two feet in its proposed 
position. This company credits a 
$5,000 dimensional model with saving 
it roughly $75,000—the cost of mov- 
ing the “offending press.” 

An unusual use of a topographical 
model recently was reported. A gas 
pipe line transmission corporation 
found itself faced with a court injunc- 
tion to cease digging through a sub- 
urban right of way. Irate home-own- 
ers there felt their realty values threat- 
ened by the transmission line. Reluc- 
tant to make expensive alterations in 
route, the utility elected to fight the 
court action brought by the owners. 

The corporation knew they had to 
plead in a hostile atmosphere. Even 
though there were charts, deeds and 
clearances—though completion of the 
line would eventually benefit the com- 
munity through lowered gas prices— 
they feared the case would be decided 
in favor of the suburban group. 

Therefore, the corporation wisely 
commissioned a topographical presen- 
tation of their route as it would tra- 
verse the properties of the suburb. 
Every property of every member of the 
affected group was clearly designated. 

Now, the careful plan of the utility 
to avoid inconvenience and loss to 
each property-holder in choice of its 
routing stood out in clear relief. The 
gas corporation, incidentally, won not 
only the court case, but also the even- 
tual goodwill of nearly all of the 


suburban group. (next page, please) 








STO COSTLY RE-DRAFTING OF 


ORGANIZATION CHARTS 


THE 


COFFIELD 
EVERLASTING 


Iuterchaugeable __<% 
ORGANIZATION ©~ 
CHART 


EASY TO CHANGE 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. it’s that simp!e. 






e Sizes to Fit Any Organization Structure 
¢ Eliminates All Costly Drafting 

e Photographs for Sharp Prints 

e Invaluable as a Visual Training Aid 

e All Parts Are Movable and Re-usable 

« Solves Your Chart Problem Forever 





IRONS & RUSSELL COMPANY 


INDUSTRIAL DIVISION 


Emblem Manufacturers Soun 1861 


97 Chestnut Street, Providence, R. I. 
(Circle 637 for more information) 





Write for Free Illustrated Folder 
with Price Schedule No. M-4. 


MANAGEMENT CONTROL CHARTSCO. 
1731 N. WELLS ST. CHICAGO 14, ILL. 


(Circle 612 for more information) 








ale 


bas. hated filing too, before CORRES-FILE. ° 


now it’s laborless filing — and in half the time!” 
For 60 long years the 4-drawer file has been include the filing system too — because 





a necessary evil — since 1893 filing clerks 
have been pulling, pushing, stretching, stoop- 
ing, kneeling, squatting — performing more 
like gymnasts than office workers. No won- 
der the personnel turnover for filing clerks 
is the highest — and comparative efficiency 
the lowest. But, at last, filing drudgery can 
be eliminated. Office modernization can 


Corres-File has become a reality. Designed 
to fill a vital and specific need, Corres-File 
eliminates moce than 50% of clerical oper- 
ating time — this brings your filing oper- 
ation up to new heights of filing speed, 
efficiency — and economy. Send today for 
complete informatiox, 


THERE'S A CORRES-FILE NEAR YOU - ASK FOR A DEMONSTRATION TODAY! 


I'm interested in knowing more about Corres-File 

















— and how it can save for me. 
EFFE Vv OOL SATIN. <i. ccresaucnesuemcoaeacaneiiore 
ECTHE Title ..... 
W E Company 
R 1Z I soi cratec chin 
= Nas sssssieodaainncuisienn BOD ices A cient eaai 


(Circle 666 for more information) 











“3M Plates save time and money 


ic a 





MUTUALZ LIFE INSURANCE COMPANY 



















BOSTON, MASSACHUSETTS 
(deliver top-quality printing, too!) 


BUSINESS FORMS Of all types are printed from 
“3M” Photo-Offset Plates by this world-famous 
Boston Life Insurance company. And with good 
reasons: “‘3M”’’ Plates are pre-sensitized for im- 
mediate exposure. Processed in jig time (5 min- 
utes from package to press!), in one-third the 
usual floor space! And their grainless aluminum 
construction produces sharp, clear impressions 
every time. Try these amazing plates yourself. 
You'll get the same good results. Sized for most 
Davidson and Multilith Duplicating machines. 





GRAINLESS ALUMINUM MAKES THE DIFFERENCE! “3M” Plates: 


@ are processed without darkroom, whirler or graining machine 
@ won't oxidize @ permit easy additions or deletions 
@ convenient and safe to store @ deliver perfect re-runs 








Pre-sensitized All-aluminum 


PHOTO-OFFSET PLATES 


Made by the makers of “Scotch” Brand Cellophane Tape 


MadeinU.S.A. by MINNESOTA MINING AND MFG.CO., St. Paul 6, Minn. 
—also makers of “Spherekote” Brand Tympan Covers and Frisket Papers, 
Scotchlite’ Reflective Sheeting, “Scotch” Brand Pressure-Sensitive Tapes, 
it Scotch” Sound Recording Tape, ‘‘Underseal’” Rubberized 
vy Coating, ‘Safety-Walk’’ Non-slip Surfacing, ‘‘3M’’ Abrasives, 
ye 3M” Adhesives. General Export:.122 E. 42nd. St., New York 

* 17, N. Y. In Canada: London, Ont., Can> 
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ERECUTIVES MANUAL 


How to get the most 
out of your 
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FREE! Executive Manual 


Written especially for executives. 
Shows how to use your offset du- 
plicating department to better 
advantage. Is an actual sample of 
work done by the “3M” Plate. No 
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Rush me my copy of “How to Get the Most out of Your Offset 
Duplicating Department." 
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One last illustration will serve to 
point up the versatile role of “3-D” 
models in industry. A food processer, 
with plants scattered all over the na- 
tion, ordered two identical three-di- 
mensional representations of each of 
their plants. Each branch kept one 


model and forwarded the _ second 
“twin” to headquarters. 

Now, the central office has an ac- 
curate replica of every branch’s phys- 
ical facilities. If a physical alteration 
is proposed by or for any branch, key 
personnel at headquarters can study 
the proposals and quickly reach a “yes 
or no” decision on construction which 
affects branches hundreds to thousands 
of miles away. 


Other applications possible 


Several contractors may be involved 
in construction of a new plant facility, 
perhaps a foundry, machine shop, 
power plant or administration build- 
ing. A model of the various structures 
would enable construction crews to 
visualize the completed job and thus 
dovetail their work, with resultant sav- 
ings in time and money. 

Models can also be used effectively 
in product development. They can be 
used as prototypes to test both dealer 
or consumer reaction to design and 
for analyses of production flow and 
cost. 

Aircraft and boat designers have 
long been users of models to guide 
them in expected performance char- 
acteristics of new or radical designs. 
Completion of many costly full-scale 
prototypes has long depended on scale 
models. 

Countless applications of ‘3-D” 
models to industry problems are pos- 
sible. This is because business execu- 
tives everywhere are proving them- 
selves ready to accept models at their 
true value as guides—not gadgets. m/m 
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Whos to blame if employees steal ? 


HONESTY THRIVES BEST IN A CLIMATE OF "PREVENTIVE MAINTENANCE" 


 \f ost employees aren’t 
thieves. But unless you're careful, 
many are apt to “help themselves” in 
a small way, on the theory that the 
company can afford it—and once that 
attitude has taken root in an office or 
a plant, anything goes. 

Don’t think of pilferage in terms of 
criminal behavior or sinister motives. 
Look at it this way: the executive who 
casually uses office stationery and 
stamps for his personal mail has, after 
all, a great deal in common with the 
plant worker who slips expensive tools 
and machine parts into his overcoat 
pockets. Neither would ever dream 
of stealing from an individual, or from 
an organization small enough to en- 
gage his sympathies. But the bigger 
and more prosperous a company is, the 
more impersonal its hold on an em- 
ployee becomes. This impersonality 
breeds the temptation to steal. 

At the end of the war in Europe, it 
was a shock to learn of widespread pil- 
fering and black-marketing of food, 
gasoline and other vital supplies’ by 
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by R. W. Yates 


our own troops. It’s a fair guess, 
though, that only a handful of the 
GI’s mixed up in the scandal were 
“hardened criminals.” Most of them 
were, undoubtedly, men with clean ci- 
vilian and military records who never 
saw in their actions anything particu- 
larly immoral. 

Surrounded by abundance, they saw 
no harm in taking a little; sure it was 
stealing but it was only stealing from 
the Army, so it didn’t count. Any 
large company is bound by its very size 
to be plagued with something of the 
same attitude, one which the most elo- 
quent pleas for “honesty” will do little, 
if anything, to correct. 


Industrial theft is big business 
Recently, the New York papers told 
of two men and a woman arrested on a 
charge of having disposed of half a 
million dollars’ worth of stolen mer- 
chandise. “These people operated be- 
hind a seemingly legitimate business 
front, selling their nationally-adver- 
tised products to retail outlets all over 


the nation, with a daily turnover of 
$2,000. However, all their merchan- 
dise was said to have come from ama- 
teur industrial thieves — employees 
who “stole from the boss.” 


Preventive maintenance an answer 


What’s the answer? Most enlight- 
ened companies have found that it is 
twofold. The most obvious precau- 
tion, of course, is insurance. In addi- 
tion to the financial security a fidelity 
policy gives you, it can act as a pro- 
found discouragement to thieves. A 
bonded employee, fearing the insur- 
ance inspector as well as the law, is far 
more likely to think twice about help- 
ing himself to company property. 
Plain as this may seem, incidentally, 
the records show that until very re- 
cently, only 10% of industrial fraud 
losses were covered by insurance, as 
compared with 90% of losses through 
fire. Despite the dictates of common 
sense, a great many businessmen neg- 
lected to avail .nemselves of protec- 
tion. But common sense will also tell 


you that insurance is not enough. Es- 
sential though it may be, it must only 
be your second line of defense, be- 
cause it protects your business only 
from crimes that are discovered and 
from thieves who are caught. And re- 
covering your loss is not always easy. 
Even under blanket coverage, in which 
the individual thief does not have to 
be identified, you need airtight evi- 
dence that property has been stolen. 
This can be a difficult job when it 
comes. to occasional, miscellaneous in- 
ventory shortages. 

Real protection—seeing to it that 
theft doesn’t happen in the first place 
—is strictly up to you, It’s a matter of 
“preventive maintenance.” Let’s look 
at a few case histories of employee 
thefts and examine the various pre- 
ventive measures that might have 
made them impossible. 


Employee scheme skirts control 


A check-out clerk and two vehicle 
drivers, working for a certain express 


company, happened to be very 


Don't assign a single employee to 
handle all phases of any financial 
transaction. 

Do require counter-signatures on 
all checks. 

Don't have the person in charge 
of the stockroom take inventories. 
Do make rigid pre-employment 
character investigations. 

Don't permit incoming checks to 
be used for any purpose other than 
banking and endorse them “For 
Deposit Only” on receipt. 


Do inspect outgoing packages peri- 
odically to see that they are prop- 
erly recorded and charged. 

Don't overlook the value and con- 
trol of scrap and damaged mate- 
rials, nor the possibility of usable 
goods taken out as waste material. 
Do have at least two people initial 
credits for return of merchandise. 
Don't permit the bookkeeper to 
process invoices and statements for 
payment until they are approved 
by the proper authority. 


Do have someone distribute the 
payroll other than the person who 
computes it. 

Don't sign checks with the same 
signature used in correspondence. 
Do have irregular “sampling” 
checks of a/c payable and receivable. 
Don't make the person ordering 
material also responsible for its re- 
ceipt and payment. 

Do carry adequate insurance to 
protect yourself against embezzle- 
ment, robbery and other losses. 











You profit two ways 
when you equip 
your office with 
these two great 
reference books 


The success of your business may well be 
affected by the accuracy of your corre- 
spondence. No doubt about it, poorly 
worded correspondence and inaccurate 
facts and figures have ruined many busi- 
ness transactions. That is one reason why 
it will pay you to equip every executive, 
stenographer, and secretary with an indi- 
vidual copy of Webster’s New Collegiate 
Dictionary and to equip your office or 
departments with at least one copy of 
Webster’s New International Dictionary, 
Second Edition. 


Assure accurate 
correspondence 


When you place these up-to-date reference 
books at the finger tips of your personnel, 
you minimize the human temptation to 
guess, and your business gains the prestige 
of correctly spelled, precisely written cor- 
respondence with the added assurance of 
accuracy. 


Increase office efficiency 


You increase office efficiency, too. Ste- 
nographers and secretaries without a desk 
copy of Webster’s New Collegiate waste 
valuable time tracking down the correct 
spelling, proper division, or standard 
abbreviation of a word. Executives in an 
office not equipped with Webster’s New 
International Dictionary, Second Edition, 
must often search through numerous 
special reference books to find information 
that would be at their finger tips with 
this ‘“‘great question answerer.’’ 


o Doubt About It! 


For desk use 


Webster’s New Collegiate 
assures correct spelling, 
proper word division, 
precise meanings, ac- 
cepted abbreviations, 
preferred pronuncia- 
tions, accurate word usage, 
and sound facts about per- 
sons, places, weights, measures, monetary 
units. This up-to-date ‘‘business hand- 
book”’ has 1,196 pages, 125,000 entries, 
and costs only $5.00 unindexed, $6.00 
indexed. Even less for ten or more. 


For general reference 









Webster’s New Inter- 
national Dictionary, 
Second Edition, is an 
unimpeachable volume 
of 600,000 entries, thou- 
sands of encyclopedic ar- 
ticles, 12,000 illustrated 
terms, magnificent color 
plates, biographical and geographical sec- 
tions. It is “the Supreme Authority” of 
the nation’s courts, universities, and the 
Government Printing Office. It is equiv- 
alent in type matter to an 18-volume en- 
cyclopedia—truly the greatest value in 
book form in the realm of knowledge. Yet 
it costs only $35. A handsome table 
specially designed to hold the book at a 
convenient angle is available at $29.50. 

Mail the coupon for full information 
about how these books can pay your 
company dividends in time and money. 


CAUTION: Merriam-Webster dictionaries are the only dictionaries directly descended from the vriginal 
work of Noah Webster, America’s greatest lexicographer. They are kept constantly up to date 


by the famed 


rmanent Merriam-Webster editorial staff. Insist on Merriam-Webster — the 


finest dictionaries with which you can equip your office — at book, department, or stationery stores. 
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G. & C. MERRIAM CO., Publishers, 2M-2 
Springfield 2, Massachusetts 


Please send us additional information about Webster's New Collegiate 
Dictionary and Webster's New International Dictionary, Second Edition. Our staff would 
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friendly. All three of them were hard- 
working and likeable. They seemed 
happy in their jobs and their high 
spirits set a fine example for their co- 
workers. But one aspect of the boys’ 
friendship escaped everybody's notice. 

Every now and then the clerk would 
check and turn over shipments to his 
pals without charging certain items 
against them. The two would then 
sell the stolen goods through a “fence” 
and get together with their friend after 
work to “split the take.” 
kept their racket small and it con- 


The boys 


tinued for a number of years; the losses 
were never great enough to arouse any- 
one’s suspicion. 

It might have gone on indefinitely, 
except that FBI agents, called in to 
check on another more noticeable loss, 
stumbled on to it in the course of their 
investigation. By that time, the three 
men had shared a profit of well over 
$7,000. 

A tighter, better-organized method 
of loading would have made these 
thefts impossible. In the first place, 
the custom of an occasional surprise 
spot check of the loading operation by 
someone other than a warehouse em- 
ployee might have discouraged the 
racket before it had a chance to start. 

In addition, it might have been wise 
to establish a firm routine whereby the 
clerk signed for the entire lot in the 
office, accepting full responsibility. 
Then the drivers would sign tickets for 
each shipment taken from the check- 
er’s lot. Finally, the consignee’s signed 
tickets could be returned to the office 
each day and checked against the lot 
records and the drivers’ tickets. 


Trash deposits prove costly 


Here’s another case: The manager of 
a large department store was pretty 
sure he had the pilferage problem con- 
trolled. He retained an adequate force 
of security guards who always did their 
jobs well, unobtrusively keeping an 
eye on the employee exits as well as on 
the customer doors. Nevertheless, 
strange stock shortages turned up in 
his inventories. 

Then one night, strolling around the 
store after hours, he happened to notice 
that someone had thrown a new shirt 
into a trash barrel. Checking other 
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SIMPLE_this newest development in photo- 
copy machines can be operated easily by any 
girl in your office. 


ACCURATE_N. matter how fine the detail, 
or what the colors, if you can see it in the 
original you will see it in the photocopy. 


VERSATILE —produces exact, letter perfect 
copy—whether the original is single or double 
sided, in loose sheets, in newspapers, maga- 
zines or bound books. Photorapid's legally 
accepted copies are ready for instant use, 
eliminating costly retyping, hand copying 
and checking—or costly outside copying. 
With Photorapid you can make, from white 
or colored originals, in sizes up to 13"' x 17", 
single side copies, double side (to reduce 
filing space), transparent copies for use as 
masters with diazo or blueprints, tissue copies 
for air mail—all at an unbelievably low cost. 


FAST —in seconds your finished, perfect copy 
is ready. 


CHECK —Photorapid's unique and important 
advantages. A time and money saver to any- 
one who needs exact copies. Write today for 
details. 





offset 
users! 


Photorapid transparencies 
make ideal masters for use 
with the new positive-work- 
ing aluminum presensitized 
plates. From original to 


offset press in 6 minutes 


or less. Write for details. 
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trash barrels, he found other pieces of 


merchandise buried among the waste- 
paper and cardboard. This seemed 
unaccountably careless of his employ- 
ees, until he realized that someone on 
his staff was working in collusion with 
the rag-and-paper dealer who called at 
the basement of the store every day to 
haul away the refuse. This man would 
separate the merchandise from the 
trash, dispose of it and share the “take” 
with his accomplice inside the store. 
The racket was an ingenious one, but 
could have been stopped in the begin- 
ning simply by having the security 
guards check the barrels from time to 
time, as a matter of routine. 


Small losses are costly 


The term “embezzlement” implies 
the familiar story of the trusted, faith- 
ful employee who makes off with a for- 
tune in his employer’s money over- 
night. The crimes of such men are 
said to be nearly always the result of 
an emotional blow-up under some un- 
endurable pressure of their private 
lives—they’ve run up gambling debts, 
they’re mixed up with “another 
woman,” they’re being blackmailed. 
Far less dramatic are the motives for 
petty embezzling—taking small sums 
from the till over a long period of 
time. According to the records, this is 
the kind of embezzlement that causes 
most of the big business losses today. 

Consider Wilbur J., a young cashier. 
There were no sinister clouds hanging 
over Wilbur’s life. On the contrary, 
he was a single man with no depend- 
ents, well-adjusted, well-liked and 
seemingly happy. One day he asked 
for a ten-dollar-a-week raise and the 
boss refused him. “Later on,” he was 
told, but not now. 

Wilbur brooded over this. It wasn’t 
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that he needed the extra money, but he 
felt he deserved it. So he decided that 
there was no point in waiting until 
“later on.” He would simply help 
himself to $10 out of the cash box 
every week and cover the loss of kiting 
his accounts, holding out cash receipts 
for several days. If anyone checked, 
he would seem to be properly doing his 
job, just always far enough behind to 
cover his losses to date. 


Audits should be thorough 

It worked perfectly. Regular audits 
were made, but all the auditor ever no- 
ticed was a slight pyramiding of ac- 
counts receivable. Until they became 
top-heavy, he could feel safe. 

It was three years before Wilbur’s 
private “gravy-train” came to a stop. 
Learning that a special audit was to be 
made of his accounts and fearing ex- 
posure, he went to the boss and blurt- 
ed out the whole story. By that time 
the ten-dollar-a-week thefts had piled 
up to over $1,500. 

The moral of the story is clear: an 
audit should always include an exam- 
ination of accounts receivable. Any 
increase is an indication of possible 
manipulating—indication enough, at 
least, to call for a verification of several 
accounts picked at random. Wilbur 
could have been caught at any time 
during those three years if a proper 
audit had been made. 


Discourage temptation to steal 


In addition, it is often advisable to 
have monthly spot checks of accounts 
receivable, conducted either by the 
auditor or some other responsible of- 
ficial. Had Wilbur known his ac- 
counts would occasionally be subjected 
to that kind of scrutiny, most conceiv- 
ably he would have waited for his raise 
to come through. 

Any sound, preventive method, 
therefore, must be designed not only to 
trap possible thieves, but to tacitly dis- 
courage the temptation to steal. Any 
worthwhile plan, by its very nature, 
will rule out any necessity for a “‘vigi- 
lante’”’ attitude on the part of employ- 
ers or supervisors. Honesty thrives 
best in a climate where it is safe- 
guarded, insured and taken for grant- 
ed. m/m 
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It’s not a new engagement ring or the latest office gossip 
that’s causing all the excitement. 

It’s a demonstration of the new Todd Disburser—the 
machine that dates, protects and signs checks in one fast, 
efficient operation. 

Leave it to the girls to recognize a real advance in office 
equipment. 

The Todd Disburser is smaller and lighter than a type- 
writer. It dates automatically. 

It shreds amount lines into check fibres with indelible 
ink. It controls and counts every signature. 

To get all the facts about the 
time-saving, money-saving Todd 
Disburser—mail the coupon. Take 
the first step toward increased 
safety, improved efficiency and 
lower overhead for your company. 
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| THE TODD COMPANY, Inc., Dept. MM, | 

| Rochester 3, N. Y. 

| Please have your representative telephone me for an 
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7 menos ROCHESTER NEW YORK 

| ws SALES OFFICES IN °@ PRINCIPAL CITIES 
By 4-54 — 

[i DISTRIBUTORS THROUGHOUT THE WORLD 


(Circle 663 for more information) 






17 

















vow KEROGRAPHY 


cuts duplicating costs 9,600 a yeat 
For H. L. GREEN CO., inc. 


- au pate rape 


SODA 2B Aiditnde 


gy eee 


‘he ee 
ee et Se 





4 wi >» 
ee 


Speeds “HOT” MERCHANDISE INFORMATION 
TO 221 VARIETY STORES 
3 Days Quicker Than By Former Method 


H. L. Green Company, Inc., New York, buys, and 
through its chain of 221 variety stores sells more than 
30,000 items. Getting copies of price lists, merchandis- 
ing information, promotion calendars, sales bulletins, 
etc., to its store managers requires a lot of paperwork 
duplicating which must be done quickly and accurately. 

Since installing XeroX® copying equipment, H. L. 


SOME USERS IN 
DIFFERENT FIELDS 


: 3 ; > ‘ AIRCRAFT 
Green gets “hot” merchandise information to store Piasecki Helicopter 
managers three days quicker than formerly. Preparing Corporation 
paper masters by xerography for duplicating price AUTOMOTIVE 
lists, bulletins, etc., eliminates the work of five typists, Ford Motor Company 
assures photographic accuracy, and saves about $800 EDUCATION 
a month. University of Nebraska 
Anything written, typed, drawn or printed can be re- FINANCIAL 
produced with photographic accuracy in about 3 min- Provident Trust Compony 
utes onto an offset paper master for run off of multiple GOVERNMENT 
copies on an offset duplicator. Original copy may be Federal, City, State 
enlarged, reduced or reproduced same size by xerog- INSURANCE 
raphy in XeroX® Lith-Master* copying equipment. ceedunmene 
With xerography, copies can be made from one or MANUFACTURING 
both sides of original material. vec tama 
For use in diazo type machines, translucent inter- METALS 


mediates can be made from any original subject in 
the same speedy way. 

There is no limit to the versatility of the dry, elec- 
trostatic, direct positive xerography process in paper- 
work duplicating applications. 


Jones and Laughlin 
Steel Corporation 


*A TRADEMARK OF THE HALOID COMPANY 
P 
Write for proof of performance folders showing how companies of all kinds are cutting 


duplicating costs with xerography. For instance: Piasecki Helicopter Corporation saves 
$1,185 a month and vital time in preparing offset paper masters by xerography. 


THE HALOID COMPANY 
54-99X HALO!D ST., ROCHESTER 3, NEW YORK 


Branch Offices in Principal U.S. Cities and Toronto 


_ KEROGRAPHY 


i The fastest, cheapest, most versatile way to make masters for duplicating 
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Judging your 


Editor's Note: The following article will executives size up their purchasing 
be released by the Small Business Admin- operations and identify profit leaks. 
istration, sometime during April, as a 
Management Aid. We believe it to be 
pertinent to large and small firms. 


There are three aspects of purchas- 
ing to which chief executives should 
give careful and objective thought: 
eu A sinall firm in the 


; ; The range of purchasing activi- 
electronics field found, recently, that it 


ties: that is, just what jobs, respon 


ost a minimum of $9 to handle a pu es ; J 
cost a sibilities and skills are involved. 


chase order. At the same time, it was 


found that orders for $5-worth of memo The teamwork quality of purchas- 


. on ; y Sipities: . i > 1.1 
pads, $3-worth of staples, $8-worth of ing activities: that is, the tie-in of 


lubricating oil and so on, were going purchasing with sales, finance, en- 
out regularly. Because the company was gineering, accounting and so on. 
small, its management had to be The “current health” of purchas- 
“spread thin.” The busy purchasing ing activities: that is, how a_par- 
agent simply hadn't realized that this ticular purchasing operation stacks 
particular profit leak existed. I shall at- up against what it should be and 
tempt to present a quick, practical what it could be. 
method of analysis to help overloaded The graphic forms illustrated here 


BASIC PURCHASING QUESTIONS 
Yes No 


Yes No 
ports sent to your purchasing section 
promptly, so that you do not lose cash 


Do you have an up-to-date chart of your ["] 
organization clearly defining the duties 


and responsibilities of each officer in- discounts because of delays? 


cluding purchasing ¢ Do specifications provide your inspec- | 
Do all of your purchasing employees re- tion people with an effective basis for 
port to one supervisor only, with no testing deliveries, eliminating — back- 


chance for duplications of authority? 


tracking, double-checking, delays, and 
the like? 

Are your receiving, inspection and stores 
functions set up for efficient, trouble- 
free flow of work even under pressure? 


Do you know accurately the cost of a 
purchase order, including clearing the 
invoice and writing a check? 

Do you have concrete standards to con- 
trol rush orders and prevent money be- Does the physical inventory count 
ing wasted by indiscriminate use of match your stock records? 
“Rush” tickets? Do you know the most profitable rate | 
of turnover for each item in your in- 
ventory, and whether you are losing 
money through over- or under-stocking? 


Are all purchases made against written [| 
requisitions to guard against overbuying 
because of casual, verbal requests? 

Do your purchase records show your [| [— 
previous prices and suppliers so that 

you never have to guess when reorder- 


ing? 


Are requisitions prepared against ac- 
curate bills of materials to eliminate all 
off-hand guesswork? 


Do you have a reliable but simplified 








method of placing small orders to keep 
the cost of such orders lower than the 
value of the material? 


Are all contacts with vendors handled 
initially by purchasing people, so that 
the time of production and executive 
personnel is not taken up for this work? 
Do you have a realistic budget or simi- 
lar plan that you use as a constant 
guide on purchasing expenditures? 


Do you have a materials follow-up si Have you analyzed carefully the under- ["] 
tem to warn you that something was not vine calak ae shee oh feel is aa 
delivered before there is a production major purchasing headache, so that you 
delay? avoid correcting merely surface dif- 
Are delivery receipts and inspection re- [-] [ ficulties ? 

methods 


Are you satisfied with the cooperation 
between purchasing operations and other 
departments ? 

Do you know accurately what per- 
centage of your payroll for purchasing, 
receiving, inspection, and stores results 
from overtime; and what the trend is? 


Are you satisfied with your purchasing | 


office procedures and do you get all the 
facts and comparative figures you want 
promptly? 





purchasing efficiency 


show one way in which you can check 
up rapidly on the “current health” of 
your own purchasing. But remember 
when you use the charts, that objective 
honesty is a must. If you rig the anal- 
ysis to make your setup look good, 
you're only kidding yourself. © 


The purchasing job itself 

First, let’s look briefly at just what 
purchasing involves. Actually, to oper- 
ate effectively it should have eight func- 
tions. In smaller plants some of these 
may wisely be combined or handled on 
But the function 
should still exist in any case, as: 


a part-time basis. 


1. Requirements and __ specifications 


must be made re- 


sponsible; so it isn’t done haphazardly. 


writing. Someone 


2. Buying. This is the actual placing of 
your orders; many people mistakenly 
think of it as all that purchasing 
amounts to. 

3. Follow-up and expediting of orders. 
This can be done by the buyer in small 
companies, or by a separate group of 
specialists in more complex situations. 
4. Invoice checking. This can be done 
by a buyer, purchasing agent, invoice 
clerks or by people in your accounting 
department, depending on the needs in 
your particular company. 

5. Typing, record-keeping and filing. 
This can involve one clerk or a large 
stenographic section depending on 
what you need and can afford, but the 
work must be kept up-to-date and 
orderly. 


by Alfred W. Sutter 


Alfred W, Sutter and Associates 


Consultants in Materials Management, New York 


6. Salvaging. As much material as pos- 
sible should be salvaged, and careful 
control of this work should be arranged 
from collecting to reconditioning and 
re-use, or sale. 

7. Receiving, storing. 
Care and attention are needed here; 
“just pile it over there’ systems almost 
always lead to trouble. 

8. Purchasing research. Be constantly 
on the lookout for new materials, com- 
ponents, or suppliers that will improve 
your operations or cut costs. 


checking and 


Purchasing and management 


Second, let’s see where purchasing 
fits into the over-all company picture. 
It should not be an isolated ‘“‘back- 
office” job. It is part of general man- 


PURCHASING 


EVALUATI N 


CHART 





SANGIBLE 


PURCHASING FACTORS 





f the appropriate percentage block for each of the follow- 


hasing functions. Leave 





blank any functions which do not 


y in your company; add others not shown if you have them. Be 
ob jective as possible in assigning values. 


WMEDIATE ATTENTION 
PERCENTAGE OF EFFICIENCY ——= 


Clerical Performance 


rol 


Equipment, Availability 
and Condition 


Policies and Procedures 


Material Standards 


YOUR OVER ALL RATING 


april 1954 


POINT OF DANGER 





Comparison Table 


POST AT LEAST THREE PERIODS — USE DOLLARS ONLY (NO CENTS) 


TO COMPUTE PERCENTAGE FIGURES 


DIVIDE $ FIGURES BY TOTAL PRODUCTION 
COST AND DIVIDE EMPLOYEE FIGURES 
BY TOTAL NUMBER OF EMPLOYEES 


1 Administrative C 


t 











...improper pencil sharpener 
placement may be costing 
you as much as $1.49 
to sharpen each pencil! 
Let APSCO show you 
how you can prevent 


this shocking waste. 


Write for your copy of 
“THE MYSTERY OF THE 
HIDDEN COSTS.” 













| 
_APSCO PRODUCTS INC. 
DEPT. M-4 
336 NORTH FOOTHILL ROAD | 
BEVERLY HILLS. CALIF. 
| 
| 
| 
| 
| 
| 


Yes, I'm interested in reducing 
office overhead. Please send me 
your free booklet. 


(Attach coupon to your letterhead or 
business card and mail today!) 


“(Circle 606 for more information) 
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engineering inside » 


” 


QUALITY 





Here’s an X-ray look into 
the easiest operating desk you can buy 


This new “Y and E” desk keeps its handsome, accepted style—but 20 engi- 
neering changes make it the most adaptable, easy-to-use desk you can buy. 


New 
ease of 
operation 








New Nylon Stationary Bear- 
ings glide drawers quietly in and 
out with effortless ease. 


2. 





new spring and locking mecha- 
nism give easy and positive lock- 
ing and unlocking. 


New Effortless Locking— 


New Flexibility 
Same desk adapts 
for different uses 





LJ L 


Reverse pedestal 








to get: 
las ———aa af 
<== T—H 
= | 
| >| ee! 


Replace typewriter 
pedestal with drawer 
pedestal to get: 


—_————_—=-= 








. om on 


Replace pedestal with 
end panel to get: 


fou a 
r a 











 —————————————_—} 





Reverse pedestal and 
end panel to get: 


= 7 











fa 
| 
| 


| 
| 
Se 
z 
QJ 





You can meet many 
changing needs through 
rearrangement of original 
parts. By stocking a few 
spare parts youcan quickly 
and easily change this new 
desk to almost any model. 


agement — affecting your whole com. 
pany and being affected by your other 
internal activities. For that reason, a 
purchasing officer should be in close 
touch with other company departments 
as well as with vendors. And he should 
keep informed on general business and 
economic trends. 

To highlight this teamwork side of 
purchasing, consider the following 
facts: Sales can get fouled up unless 
materials are charged into production 
at prices which are reasonable in rela- 
tion to what competitors are paying. 
Poor purchasing can create shortages 
which shut down a plant or which tie 
up capital in slow-moving inventory. 
The purchasing department can often 
give sound technical advice on the use 
of new materials or substitutes and on 
trends in prices, availability or quality. 
Purchasing policy can affect—and_ be 
affected by—financial policy. Purchas- 
ing agents can sometimes suggest pos- 
sible new product lines and ideas on 
how to build good will. 

Thus, contacts with vendors, market 
conditions, manufacturing operations 
and financial policies can fit purchas- 
ing executives to contribute practical 
help in short- and long-range planning. 


Sizing up purchasing operations 
Third, let’s come to grips with the 

“current 

health” of your purchasing. The best 


problem of judging the 
way to begin improving the situation 
is to find out what you are doing at 
present and what you are not doing. 
After you have assembled these factors 
you can judge how well particular 
functions are being handled and draw 
conclusions about trouble spots. Only 
at this point can you develop a sensible 
plan of future action. 

Therefore, the objective of the Basic 
Purchasing Questions list, the Tangible 
table and_ the 
Evaluation Chart is to give you the 


Purchasing Factors 
basis for a sound and orderly analysis. 
If you work out the questions, ratios 
and efficiency percentages objectively, 


3B. New Sliding Reference Shelf is 4. New Drawer Stop, spring con- §. New Roomier Utility Tray for you will be well on the way towaly 
reversible, can be used as utility trolled, positive action—drawer more convenient storage. All 
drawer. Glass insert or pin tray removal simplified. compartments full height of 


is available. drawer—no spillage. 


YAWMAN 4»? FRBE MFG.(. 


1017 JAY STREET, ROCHESTER 3, 


G. Choose either Recessed or Flush 
Back on original equipment. Can 
be easily changed from one to the 
other at any time. 


improving your purchasing operations. 
Keep in mind that the more care you 
take, the more facts you have and the 
For complete information on how 
these new desks can benefit your 
company, please write for free bro- 
chure No. 3808. 





more practice you get in this sort of 
analysis, the more reliable your final 


Nationally distributed through 
branches, agents, and dealers. 





_—s 8 © A, conclusions will be. m/m 


(Cirele 668 for more information) 
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Ask your printer 
or stationer for 


FAGLE- 
THIN 
PAPERS 


COUPON ONION SKIN 
(100% Rag) 


AGAWAM ONION SKIN 
(100% Rag) 


TROJAN ONION SKIN 
(25% Rag) 
QUALITY ONION SKIN 


QUALITY MANIFOLD 
(No. 1 Sulphite) 


... world's finest 
onion skin and 
manifold papers 





EAGLE-A 


tay 


PAPERS 











(Circle 605 for more information) 
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thought starters 


Thought Starters deal with a “practical 
solution to a management problem.” Con- 
tributions are paid for at our word rate. 


/A_ 
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Free soft drink bar 
increases retail sales 


Leo Krause 

Vice President and General Mar. 
The Globe Company 
Waukegan, Illinois 

Advertisements for our furniture 
and appliance store may have been 
drawing customers to the shopping dis- 
trict, but we were losing actual sales 
to the “discount houses.” A “gimmick” 
was needed in order to emphasize the 
personalized service we offer. 

For about $200, we installed a free 
soft drink and coffee bar for our cus- 
tomers and potential customers. The 
bar paid for itself within ten days, ac- 
cording to our increased sales volume. 

The procedure on offering a custom- 
er a drink is left to the discretion of the 





salesmen. They all seem to prefer a dif- 
ferent moment in the sales talk to in- 


troduce a “coffee break” and each sales- 
man claims that he knows the right 
psychological moment. Regardless of 
the timing, the “bar” has provided a 
friendlier atmosphere in which to buy. 

We have made extensive use of the 
coffee bar since its installation. We re- 
cently built a bulletin board behind 
the counter, on which our ads and spe- 
cial displays are posted, so that custom- 
ers at the bar may be reminded of the 
day’s “specials.” ‘The idea of free re- 
freshments has become so popular that 
we have since found it necessary to in- 











MICROFILM 

EQUIPMENT 

the finest of its 
kind . . . made by 
MICROTRONICS 
CORPORATION 
and exclusively 
sold and serviced 
by PHOTOSTAT 
CORPORATION 


For over 40 years, PHOTOSTAT 
CORPORATION has manufac- 
tured, sold and serviced the finest of 
photographic copying equipment and 
supplies. They have been continuing 
years of successful service to Ameri- 
can business and the varied require- 
ments of Federal, State, County and 
Municipal governments, coast to 
coast. 

Today ... more than ever before 
..- PHOTOSTAT CORPORA- 
TION stands ready to serve you with 
photographic copying apparatus and 
material of the very highest quality. 
From the small Instant Copier to the 
large, completely automatic continu- 
ous models, you can be properly 
equipped to handle your particular 
needs most efficiently and economi- 
cally with the same permanent, error- 
less copies . . . erasure-proof, water- 
proof, and fraud-proof...that set 
the standard of good photographic 
copying the world over. 


PHOTOSTAT is 
the registered 
trade-mark of 





You can 
always rely on 


PHOTOSTA 


(REG. U. S. PAT. OFF.) 


the most 
valued name in 
the photographic 
copying field 


Yes ... the trade-mark “PHOTO- 
STAT”... wherever you see it... 
means the most efficient equipment 
and supplies for copying anything 
and everything that is written, 
printed, drawn, typewritten, blue- 
printed or photographed. 

We will welcome the opportunity 
to confer with you on your copying 
problems and to make specific rec- 
ommendations as to how you can 
best solve them . . . with worthwhile 
Savings in time and money. 


WRITE US FOR FURTHER INFORMATION 


PHOTOSTAT CORPORATION 


301 STATE STREET, ROCHESTER 14, NEW YORK 


PHOTOSTAT 
CORPORATION 


Service offices in most principal cities and in Canada 


(Circle 652 for more information) 


2! 



















rc 
wo USE 
LOOKING, 


OSCAR ui. YOU 

CAN'T SEE MY 
, /. PAYCHECA 

ZF, ROUGH THIS 

“OUTLOOK” 

oa / 












PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 


dressing, also chances for Errors. 


Paycheck “Outlook” Envelopes are abso- 
lutely opaque. Essential 


when wages are paid by 








check. Nothing shows but 
the employee’s name. This 
improves personnel rela- 
tions. 
Send for Samples 
and Prices Today 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Bivd., Chicago 7, Illinois 


(Circle 650 for more information) 


COLLATE FAST! 





ARVAVVALY \ 





Evans 


GATHERING RACKS 
and SPEEDY JOGGER 


@ One worker gathers over 3,500 sheets an 
hour. Twice as fast—half the cost of obsolete 
methods. Racks are aluminum. Each section 
holds 500 sheets at angle. Rubber on bottom 
strips keeps rack firmly in place while in 
use. Collapse for setting aside. 


@ JOGGER is aluminum, fits on end of any 
TU Rack. Gathered sheets are dropped 
criss-cross into Jogger. As hand lifts for- 
ward te resume gathering, the handle is 
tapped—and sheets jog into neat sets ready 
for removal. 


GUARANTEED to produce QUICKER and 
MORE ACCURATE results than any other 
collating aid on the market. 


SHOWN: 12-section TU Rack with Jogger. 
Rack is $16.50—Jogger $10.00. (7 other 
Racks from $10.00 to $25.00). 


See Your Dealer or Write: 


EVANS SPECIALTY CO., INC. 
421 N. Munford St., Richmond 20, Va. 











(Circle 623 for more information) 
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stall a large coffee-maker and a num- 
ber of bar stools. 

Since customers often linger at the 
bar, we have taken advantage of this 
fact by focusing some of the main floor 
displays in that area. Customers often 
stop at the bar on the way out, after 
making their purchases. While drink- 
ing coffee, more than once the attrac- 
tive displays have spotlighted an item 
they had intended to buy. The extra 
sales that have been made in this way 
have noticeably increased our sales 
volume. 

We mention the bar in each of the 
store’s ads and the public is invited to 
stop in for coffee while shopping, with 
no obligation to buy. We hope to 
thoroughly identify the name of the 
store with the free soft drink bar and 
to encourage the housewife to make it 
her down-town “meeting place.” Every- 
one who gets into the habit of “drop- 
ping in” for refreshments, may also 
get into the habit of dropping in to 
make purchases. 
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Network dictation system links 
plant offices a mile apart 


The first industrial application of a 
network dictating system has been in- 
stalled at the main offices of Scovill 
Manufacturing Company. ‘This. sys- 
tem, using a telephone handset, will 
centralize dictation at the firm’s tran- 
scribing department, even though the 
dictator may be at the extreme end of 
the plant about a mile away. 

Four recording machines are now 
taking dictation from 73 persons lo- 
cated at 38 dictating stations. In time, 
this equipment will be expanded to 
50 dictating locations and 10 recorders. 

Scovill conservatively estimates that 
the system will result in savings of 45% 
in the basic installation and of 60% in 
yearly maintenance costs. 

Another advantage of this system for 
the company is in getting reports from 
its branch offices and field men. As a 
start, five such offices and their sales- 
men have been given dictating equip- 
ment. In the case of the branch offices, 
standard desk units are used. Portable 





Compare...and get more 
for your duplicating dollar 


Before you buy 
any duplicator 
check it against 


this chart 





























GESTETNER 
260 OTHER 
Always ready for instant use? YES 
No pads to change—no ink leakage? YES 
Continuous, automatic inking system? YES 
Quick, clean color change? YES 
Edge to edge printing? YES 
Paste ink for cleanliness—sharper copy? YES 





Variable speed and position adjustments? YES 





All controls on operator’s side? YES 














For simple, clean, 
low-cost operation... 


there’s nothing like a 


06, 


Duplicating at its finest since 1881] 


By any standard of comparison—whether it be 
original cost, simplicity of operation, cleanliness 
or reproduction efficiency —the Gestetner 260 

is today’s best duplicator buy. Compare, 


and see for yourself 








1 Gestetner Duplicator Corp., Dept. 27 ' 
50 McLean Ave., Yonkers 5, N. Y. : 
Ask for your copy Gentlemen: Please send me a copy of your new 
: booklet ‘30 Ways To Get The Most From Your ; 
1 Duplicating Equipment’. i 
of this useful booklet I i 
| NAME 1 
I 
...and for the name of your | 
| ADDRESS 
I 
nearest Gestetrci Dealer anueeyeneceashsrpernacktonss 
I CITY, ZONE, STATE. 
I 
sates aaa cea se see ce na seat pam Aen woes Riciones 
SALES AND SERVICE FROM COAST TO COAST ee ee ee a eS eee ens 
(Circle 627 for more information) 
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units will be available for use in their 
hotel rooms by salesmen who go on ex- 
tended trips. The discs are mailed to 
Waterbury, where they are transcribed 
and carbon copies are sent to the dic- . A LE GER < 

















tators. 


Briefly, this is how the plan works. 
Handsets for dictation are placed in 

























appropriate offices in the sales depart- 
- ment of the manufacturing division 
and in the planning, engineering, ad- 
= vertising, purchasing and credit de- th e led ge r pa pe r 
- @ 2 
oa that is easier 
mall UNREADABLE SHREDS COME OUT 
Here is the first paper shredding machine espec- t 
aii ially designed for office use— quickly turns your '@) n e ia Es 
confidential papers, old records, waste paper of ae 
all sorts into completely unreadable shreds. 
a PERFECT FOR OFFICES— quiet, dust-free, compact, 
portable, streamlined. 
ANYONE CAN USE—quick, safe, easy operation. 
= PAYS FOR ITSELF—provides valuable packing mate- 
rial at no cost. 
ALSO AVAILABLE— ar a ~ y > Ww i . 
ail 10 DAY a eee aes partments. For those who dictate con 
FREE TRIAL— ys ks glace siderable material, permanent installa- 
r dealer oF dept. stores, ‘one are provided: while i art- 
Ask Yori e Circulot worchouses: tions are provided; while in depart 
— industrial uses, etc. ments where occasional dictation is 
rp given, as many as 11 persons in a de- 
Lhe Shredmaster Carp 5 y I 


yartment can plug the handset into 
199 Willoughby Avenue, Brooklyn 5, N. Y. I : ] 5 - 
(Circle 657 for more information) special outlets at their desks. 


The dictation handset is independ- 
ent of the company’s telephone system. 
When an individual wants to dictate, 
all he does is to pick up the receiver 





and he is automatically connected to a 


Less eyestrain means faster work, fewer errors. And the low-gloss 





dictating machine. When he is ready surface and soft, restful colors of Hammermill Ledger are definitely 

to speak, he presses a switch in the easier on the eyes. Other advantages of Hammermill Ledger: 
handle and the recorder takes down Better typing and writing! Pen or typewriter, entries on Hammermill 
his message. The message can also be Ledger are neater, more legible. And for sharp, clear bookkeeping- 
, = = “played back” if the dictator so desires. machine entries, choose from the special items watermarked 

di In the transcribing department com- Posting Yimin. 

RITE-LINE COPYHOLDER pleted records are removed by typing. Better ruling and printing! Hammermill Ledger helps assure sharp, 
Promotes Accuracy - Increases Production Partially completed records can also accurate accounting forms. Its firm, evenly formed surface prints 


wap and rules perfectly time after time. 
be removed for transcribing and then ” . 


snus poremnined $ 75 replaced for further dictation. Lasts longer! Special fiber treatment gives Hammermill Ledger added 
For more information, Circle num- durability to stand up under repeated handling, retain its fine 


EYEGUIDE PLU a arance for years. 
S Tax ber 691 on the Reader Service Card. oe 7 


You can obtain business printing on HAMMERMILL PAPER COMPANY 


Hammermill papers wherever you see ERIE, PENNSYLVANIA 
the Guild shield on a printer’s window. 


TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a machine 


tw oulD 

tape to 20 ween — F INVOICING \ tent OP statin Yi, 

anti = One-writing order and invoice recor 

EEE CONENCED system saves $2000 annually MERKg 
























































Dniineenssiistiiet ile nisicaiaengeancl Landon B. Atkins > | 
a Secretary 


) Va 
tt Metal Goods Corporation i JE DGER 
EYEGUIDE EXTENDED St. Louis, Missouri : 

| 




































































FREE TRIAL OFFER Write, osking us to send you a - company maintai yare S H 
RITE-LINE Copyholder with the understanding you may : Our . sa med as: aintaims ware house 5 1] | 1] | | 1] 
return it without charge within ten days. in seven cities with each warehouse MADE BY THE a A ah RS ° FH A wm ed RM J LB ¢ ND 
: : 2 ee ae F | lJ 
- 1025—15th Street, N. W. -arry > © ie wand ; : 
2 RITE-LINE CORP. Weduae Akt carrying stocks of nine different kinds | TT T | TT | | TT | 
(Circle 655 for more information) (Circle 632 for more information) 
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The fiber glass base on a Sturgis 

chair smiles at life’s knocks. No 
amount of office abuse will dent or 
disfigure it. Never needs maintenance— 
just a wipe with a cloth and clear 
polish. Gray, green, walnut or black, on 


9 executive and stenographic models. 





POSTURE CHAIRS 


Manufactured in Sturgis, Michigan and Charleston, South Carolina 
THE STURGIS POSTURE CHAIR COMPANY, STURGIS, MICHIGAN 


ee ee ee eS ee ee ee a 

‘THE STURGIS POSTURE CHAIR COMPANY | 

General Sales Offices, 154 East Erie St., Chicago 11, Illinois —| 

4We'd like a copy of your illustrated folder on | 

f chairs with fiber glass bases. | 

/ Name | 
* glee | 
j Firm Name EE ee ee or Oe ee = | 
1 es ee ee ee ae 2 | 
! City ae RE | 
EE EEO saiiaaal 










It’s the chair 
with the 


Fiber Glass Base 


slg es ‘i sia aie Ss a ale in heme sees ein 


;* 


Engineered for Long Life and Minimum Maintenance 


Nylon Thrust Bearing-takes a lifetime of swiveling. 
Ball Burnished Spindle Bearing: perfect fit for long life. 
Superior Casters:oversize ball bearings, extra wide rubber wheels. 


STURLON® Finish On Metal Parts:10 to 20 times as abrasion- 
resistant as other finishes. 








(Circle 660 for more information) 








and forms of metal goods. Orders are 
received by all of these warehouses. In 


order to give the best possible service 
to our customers in supplying these 
scarce materials, it is essential that our 
main office in St. Louis coordinate the 
inventories, order-handling and invoic- 
ing of these warehouses with its own. 


We keep inventory records in all of 


the warehouses. In addition, clerks 
maintain complete 7-plant inventories 
in looseleaf books in St. Louis. Sales- 


men throughout the territory can 
quickly find out whether or not certain 
stock is available in any of the ware- 
houses, and parts of an order may be 
shipped from two or more plants simul- 
taneously. 
Before the 


single-writing order and invoice system, 


adoption of our new 
all invoices were typed, usually requir- 
ing overtime work for the tiring dupli- 
cation. 

Now, a duplicator machine is located 
in each branch and at the end of the 
conveyor in the main office order de- 
partment. 
of our 


As orders are received at any 
warehouses, masters are pre- 
pared and from them, complete sets of 
order-handling copies are duplicated 
The 


salesman’s 


on the machines. order set of 
includes 
tomer acknowledgment, 
copy, confirming copy for attachment 
to the original purchase order, the 
packing list and the shipping order. At 
the same time, copies of the bill of lad- 
ing, with prices masked out, are run. 

The original later 
used for the invoice set, are pre-num- 


copies copy, cus- 


numerical 


order masters, 
bered to provide an effective control 
over billing. No shipment can be made 
without the goods being invoiced to 
Because of our excellent 
control, practically every 
order is written up for a shippable 
quantity. Occasional back orders are 
handled with the numerical copy of the 


the customer. 
inventory 


methods 





nt 
ry 
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he 


original plant order and present no re- 
writing problem. 

The re-use of the order master to 
produce invoice sets of copies has saved 
the typing of 120,000 invoices a year, 
which cost $5000 yearly. The cost of 
our present method of producing in- 
voice sets is $3000 a year, including the 
time of the operator spent on miscel- 
laneous work. 

This represents an annual saving of 
$2000, in addition to the more impor- 
tant advantages of centralized control, 
increased speed of filling orders and 
the clerical labor saving effected in the 
seven warehouse plants by relieving 
them entirely of the invoicing and ac- 
counts receivable functions. The ac- 
curacy of all duplicated data is assured 
and no rewriting of an order is neces- 
sary to secure extra copies at any time. 
The master is available and can be re- 
used as many times as is desired. 


SA 
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Purchase order follow-up 
controls vendor deliveries 


The purpose of the follow-up form 
used by Capital Airlines is to secure 
shipping date information from ven- 
dors on items for which a Purchase 


Order has been written. (ast oune) 





! 
| 
Capital Airlines 


AIRPORT 
WASHINGTON 1. © ¢ 


©O NOT REMOVE THIS PORTION OF CARO 


WE ARE IN URGENT NEED OF THE FOLLOWING ITEMS 
VENDOR euver oare 


ORDERED ON OUR ORDER NO > ee 
YOUR ORDER NO > 


PLEASE ADVISE YOUR EARLIEST SHIPPING DATE BY ENTERING DATE HERE ¥ 





PLEASE RETURN BOTH PORTIONS OF THIS ~ARD 
RETURN ADDRESS FPREPRINTEO OW REVERSE SIDE 
GEORGE PORTER 
oumacrom OF pRocusemant 


PLEASE FOLD THIS CARD AND STAPLE HERE G 7 
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REYNOLDS & REYNOLDS PRECISION MADE 


COUNTING MACHINE FORMS 


.» ASSURE YOU OF MAXIMUM 
ACCOUNTING MACHINE EFFICIENCY! 


PERFECT REGISTRATION GUARANTEED ...Reynolds & Reynolds 
highly skilled specialists assure you of precision made accounting ma- 
chine forms. 

QUALITY FORMS AT LOW COST... mass production and an exclusive 
new process make Reynolds & Reynolds the leader in accounting 
machine forms production. This know how and efficiency, gained 
through years of experience, saves you money. 

PROMPT DELIVERY .. . special high speed presses and systematic 
handling guarantees prompt delivery of custom made forms. A large, 
complete stock of standard forms is always ready for immediate delivery. 
COMPLETE SOURCE OF SUPPLY .. . Reynolds & Reynolds can furnish 
binders, indexes, carbon paper, filing trays, stands and your other print- 
ing requirements, 
























Reynolds & Reynolds is 
headquarters for all Accounting 
Machine Forms! 









The Reynolds & Reynolds Co. 
800 Germantown St. 
Dayton 7, Ohio 


Please send me complete information on Reynolds & Reynolds 
Accounting Machine Forms 


Make of Machine___ Model 








i 











Firm Name 
Address 
City EE stote acme : 
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U.S.E. makes 39 regular-formula gums — 
plus specials like GRIP-QUIK®. 





Paper is tested for folding qualities. 


BUSINESS EXECUTIVES 
find new economy 
and efficiency in 





Boxes are quality-made at U.S.E. 


envelopes can be 
used to advantage 





types and sizes 
are best for each use 





it pays to specify 
U.S.E. Envelopes 





How good is “good enough?” 

Two envelopes may look alike at first glance, yet be quite different 
in strength, color, opacity, surface, precise folding, smooth gumming, 
safe sealing, accurate count, sturdy packaging. .. . A fault anywhere 
along the line can cause trouble for you. 

So why take chances? WHY not make sure that the envelopes 
you buy pre-good_all the way? And to find out what to look for, send 
for the bogk “What's in it for me?” You'llfind-it-fast_cover-to-cover 
reading. ae 


: \ i 
has this book for you? 






The world’s largest manufacturer of envelopes, and your envelope 
, supplier. Ask for the complete story: the “Handbook” which tells 
PHOW..and WHAT; and the book “What’s in it for me?\ which tells 
WHY. Together théy~reveal—awhar's_in it for you. y 
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PANY Springfield 2, Massachusetts 


15 Divisions from Coast to Coast 
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The first copy in the set is a double 
post card with a return address on 
the back. The second and third copies 
receive all the information that is 
typed on the card. The card is mailed 
out to the vendor, while the other cop- 
ies are held in the file until the card 
is returned. When it is returned, infor- 
mation concerning shipping dates is 
transcribed to the other copies. ‘The 
post card is held with the Purchase 
Order copy in Purchasing. Copy 2 goes 
to the department requisitioning the 
item and Copy 3 goes to the commit- 
ment clerk to post changes in commit- 
ted funds. This clerk keeps a ledger to 
furnish weekly figures on funds re- 
quired on open Purchase Orders. Any 
change in delivery changes the period 
in which funds will be needed. 

This 


make up a complete follow-up record 


form enables Purchasing to 
in one writing, forward a copy of the 
vendor’s promise to the using depart- 
ment without creating an additional 
record and eliminate posting to the 
Purchase Order copy by keeping a 
copy of the follow-up in the file. 

The double post card is receiving 
excellent returns from the vendors be- 
cause all that is necessary is to post the 
promised date, fold over, staple and 
drop it in the mail. It is also reducing 
look-up time in the Purchasing De- 
partment because all necessary refer- 
ence is on the card when it is returned. 

In your attempts at simplifying rec- 
ord preparation and handling as re- 
lated to the function of Purchasing in 
your accounts, keep in mind the im- 
portance of “follow-up” in these days 
of reduced inventories, shorter lead 
times, earlier shipping date require- 
ments and smaller unit purchases. 


"worth 


Show them the way: |i traffic jams 
delay workers to and from plants 
and disrupt schedules, try the ap- 
proach that Bell Aircraft, Niagara 
Alter- 
nate routes were mapped and _ traffic 
checked. Bell 


cartoon maps on the front page of 


Falls, has found successful. 


densities published 
their employee newspaper, showing 
alternate routes in good detail. An 
accompanying article analyzed dis- 


tances, stop lights and traffic volume. 


repeating" 
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Photo taken at Jackson & Perkins Co., Newark, N. Y. 


ey} The Denominator goes to work 
for JACKSON & PERKINS! 


Each unit of the 500-unit Denominator 
shown above represents a particular type of 
rosebush. As each order is received, it is 
tabulated on its respective unit. Order tabu- 
lation is greatly simplified—no pencil or tally sheet necessary! 
The total shown on each unit indicates the number of plants 
sold—and when deducted from stock on hand—provides run- 
ning inventory control! 





The Denominator can be made up in as few or as many 
units as you may require. Consult us for your particular 
needs, without obligation, write Dept. MM-42., 


ne Denominator Compan Y, INC. 
261 BROADWAY, NEW YORK 7, N. Y 


Manufacturers of Tabulating Machines for 40 years 





(Circle 618 for more information) 


- 
FILE, PROTECT AND FIND THE 
BIG ONES 


INSTANTLY! 
NEW 


MIM-E-O 
OFFSET ri LE 
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MASTER 


Safely, securely files Multilith mas- 
ters 1250, 75, 80 and 2066, and 
Davidson masters 241, 252 and 233. 
This Mim-E-O King Size File com- 
bines handsome appearance with 
time-saving, money-saving opera- 
tion. 





@ SAFETY FIRST—Files masters vertically . . 
corrosion, scratching! 


@ IMPORTANT PORTABILITY—‘‘Rollaway’’ model is easily rolled 
wherever desired, slides out of way when not in use. 


@ PATENTED EFFICIENCY—Patented Spring Clip Hangers each file 
2 masters. Multilith master No. 2066 is filed sideways to protect edges 
.. . perfect registration for re-runs! 


. VERSATILE, TOO—Also files X-ray and blue print plates and nega- 
ives. 


DIMENSIONS: Height 26'4”, Width 21”, Depth 28”, Weight 50 Ibs. 


CONSTRUCTION: Sturdy heavy-gauge steel; finished in hammerloid 
gray baked enamel. 


WRITE FOR FULL DETAILS AND PRICES 


MIM-E-0 STENCIL FILES COMPANY 


1214-21 West Chestnut Street ¢ Chicago 22, Illinois 


. free from pressure, 
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New carbon-less forms 


provide multiple copies 


| Tope: 
claystne of this 


Shee; - 
WNcoatey **erial fh 
: u 


ees A revolutionary new paper pro- 
vides multiple copies of business forms without 
the use of carbon paper inserts. The treated pa- 
per utilizes the reaction of a colorless chemical 
coating with a clay-like material. 

Use of this paper for multiple copies elimi- 
nates smudging and speeds efficiency in handling 
forms. The new product is available in limited 
quantities and is priced to compete with carbon 
paper systems. 

The process uses combinations of two different 
coatings on ordinary paper, depending upon 
how many copies are desired. In a business form 
containing an original and two copies, for ex- 
ample, the underside of the first sheet is coated 
with the colorless chemical and the topside of 
the second sheet with the clay-like material. 

The impact of a typewriter character or the 
pressure of a pencil on the first sheet drives the 
colorless chemical coating into contact with the 
clay-like coating on the topside of the second 
sheet. This causes an immediate chemical reac- 
tion which turns the clay-like material blue and 
leaves a sharp impression on the second sheet. 

The back of the second sheet, also coated with 
the colorless chemical, in turn carries the im- 
pression to the top of the third sheet, which 
again is coated with the clay-like material. Up 
to seven copies can be made in this fashion on 
an electric typewriter and up to four hand- 
written copies. 

For more information, Circle number 685 on 
the Reader Service Card. 





M-K ADJUSTO 
TRAY-BINDERS © 
and Bes 
Hi-Lo 

STANDS 


Easy adjustable 
stands made to fit 
one or more tray- 
ee: eo 

> © Yong & 4! 


Le fF cbutre 
SORTERS 


SAVE TIME 
SAVE WORK 
SAVE SPACE 


“OFFICE UNITS 


TO FIT YOURNEEDS AND SPACE. 


4 


Tol etal ale Ma srore allal= 
Savings tubs 
buses” double ca; 
Ailes and cycle 
equiment INSU 
required 


TRAINED REPRESENTATIVES IN 
MOST PRINCIPAL CITIES 


A 


Compl¢te Line of Tray-Binders, 
Stance S, Record Handling and 
“Housing Equipment. 


Le Febure 


CEDAR RAPIDS, IOWA 


(Circle 640 for more information) 
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Pees, WY 


ORDER-INVOICE SYSTEM 
Saves $12,000 A Year 
Cuts employee turnover 

to minimum 

Paint Sprayer Mfr.* 


PURCHASE-RECEIVING 
SYSTEM 
Saves time, $50,000 Yearly 


PRETTIEST PROFIT 
PICTURES you’ve ever 
seen...thanks to 


DITTO. 


One-Writing Systems 





Gentlemen: 
Please send me information on the DITTO one-writing systems for 


Order-Invoice [_] 


Production Orders [_] 


PARTS ASSEMBLY SYSTEM 
Eliminates Errors 
Saves $8,190 Yearly 


Dictating Machine Mfr.* 


Aircraft Mfgr.* 











DITTO METHOD EASILY 


SOLVES COMPLICATED 
AUTOMOBILE POLICY 
ISSUANCE SYSTEM 

Saves $108,500 Annually 


Insurance Co.* 




















Investigate the DITTO one-writing systems for 


your company and soon you will stop pouring 
profits into paper work. 

With the DITTO principle you write one master 
copy and reproduce all other copies from it. 
Eliminates retyping, proofreading, human errors. 
Cut payrolls . . . eliminate unnecessary steps. You 
make as few or as many copies as you want (cut 
stationery costs) of almost anything you want 
(no printer to pay). 

The purpose of DITTO one-writing systems is 
to get profits in your pocket. Check the coupon 
for the system that most interests you. 


*Write for these cost and efficiency studies or 
in others in your field. 


Back Orders{_] Acct’s Rec.[_] Pencil Orders [_] 
Purchase Receiving [_] Payroll [_] Insurance [_ | 
Consumer Loan [_] Inventory Control [_] 


Parts Assembly [_ | 
Hospitals [_] 


Show me at my office how a DITTO one-writing system can save my company time and 


money [_ | 
COMPANY 





NAME 





ADDRESS. 





CITY 


STATE 








DITTO, INC., 2217 W. Harrison St., Chicago 12, Illinois 
In Canada: DITTO of Canada, Ltd., Toronto, Ontario 


(Circle 619 for more information) 
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How to get labor cos FAST 


PART TWO 


MAINTAIN DAILY MANAGEMENT CONTROL OF LABOR COSTS 


by Mario R. Funari 


Ass't. Comptroller, The Weatherhead Co.* 


mast month =I dis- 
cussed the values of daily labor cost 
controls and the necessary reorganiza- 
tion of the timekeeping and_ payroll 
departments to provide for such con- 
trols. Also presented in the previous 
article was the first of three daily con- 
trol statements which reports to man- 
agement, before noon each day, the em- 
ployees who failed to earn their base 
pay while working on incentive during 
the previous day. 

In order to provide daily control 
figures for management, it is necessary 
that the payroll department prepare a 
complete cost distribution, each day, of 
the payroll earned the previous day. 
Having accomplished this, the payroll 
department completes its activities for 
the payroll day by preparing two other 
control reports which, with the “‘in- 
centive failures report,’ make up a 
trio of daily labor cost reports. 

While it may seem difficult to secure 
daily actual labor costs for certain 
categories of indirect labor, it is pos- 
sible to do so in all cases. For example, 
since and clerical 


supervisory costs 





*Formerly, Supervisor of Industrial Account- 
ing, Rockwell Manufacturing Company. 


cover, for the most part, salaried per- 
sonnel such as foremen, production 
clerks, timekeepers, superintendents, 
etc., the monthly budgeted amount for 
such costs is used and divided by the 
number of working days in the month 
to arrive at the daily actual cost. The 
same procedure is followed in deter- 
mining the daily cost of vacations, holi- 
day pay and bonuses which are ac- 
crued monthly. 

The report closes with significant in- 
terpretative data which constitutes the 
“barometer” readings. At the bottom 
of this report are six ratios reflecting 
the relationship of the various indirect 
labor costs to direct labor as well as 
the amount of incentive coverage; 1.e., 
direct labor working on incentive and 
efficiency of the incentive direct labor. 

Since these ratios indicate the rate 
and direction of change each day and 
consequently play an important role in 
the daily control of labor costs, a dis- 
cussion of each ratio of percentage and 


its significance is in order at this point. 


"One to one" indirect labor ratio 
What is the indirect labor ratio in 
your plant? By this I mean, how many 
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Dept. Number 45° 7 


Daily Analysis of Standard and Actual Direct Labor Costs by Products 


Drill Presses Lathes 


Standard Staniard Actual 





Jointers Saws 
20 Product Code 


Standard 


Total 
All Product Codes 


Standard 


Product Code 40 


Actual Standard Actual Actual 


methods 


a 


a Be ee ee 





X DIVISION 





DAILY ANALYSIS OF INDIRECT LABOR COSTS BY DEPARTMENT 


Month 


Material Other Super. & 
Date | Rework Set-up Handling Indirect 


, 


O.T. Yime and | Vacations | Maint. & 


Premium | Oper. Hourly Repairs 


10 1 





Exhibit 2 


dollars of indirect labor, including 
salaried indirect, did you spend today 
for each dollar of actual direct labor? 
In plants where this report has been 
installed, this has become a daily ques- 
tion which indicates that management 
is aware of the importance of maintain- 
ing the proper balance between direct 
and indirect labor costs. I believe there 
is no more significant ratio for provid- 
ing practical over-all controls on labor 
costs than the ratio of indirect to direct 
labor, since the two types of labor costs 
are definitely related and no plant can 
operate successfully if this ratio is not 
kept at a reasonable figure for the type 
of plant, method of manufacture being 
employed and type of product manu- 
factured. 

In determining the proper ratio of 
indirect to direct labor for one of our 
plants, several interesting situations 
were encountered. After reviewing the 
product, plant layout, equipment and 
manufacturing processes, it was de- 
cided that a ratio of no more than one 
to one could be properly justified. 
Although this plant at the time was 
operating at a ratio considerably above 
one to one, the significance of having 
to reduce the indirect labor costs to the 
desired ratio had not made too great 
an impression on the general manager. 

When, however, he was asked how 
he could justify having more than one 
indirect worker standing alongside 
each machine operator and assembler, 
he was somewhat surprised and quite 
naturally denied that he had more in- 
direct workers in his plant, including 
salaried personnel chargeable to fac- 
tory operations, than he had direct 


april 1954 


workers. This denial on the part of 
the general manager led to a further 
investigation; namely, one of “‘count- 
ing noses.” 

Each hourly employee was classified 
either as a direct or indirect worker. 
All salaried personnel chargeable to 
factory costs were, of course, classified 
as indirect. The total number of in- 
direct workers was then divided by the 
number of direct workers and the ratio 
we discovered was .65 to 1 or 2/3 of 
one indirect worker for each direct 
worker, which confirmed the general 
manager’s denial that he had more in- 
direct than direct workers. The next 
question to be answered was why the 
dollars and cents distribution of the 
total factory labor costs reflected a 
ratio considerably above one to one 
whereas, based on “nose count,” the 
ratio is much less than one to one. 

For various reasons, it would be 
quite unreasonable to expect the cost 
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PARTS LISTS 
DIRECTORIES 
INDEXES, etc. 


REPRODUCTIONS, LARGER, SMALLER or SAME SIZE 


* Save Time and Expense of typesetting. Your typewriter 
is your compositor. Revisions easily made. Each line typed 
on individual card so only affected lines need be changed. 
Lines readily added or deleted save proofreading time too. 


* Illustrations, Headings, etc. can be included. Page 
arrangements easily changed. Reproductions can be 
made any proportionate size and printed by offset, plano- 
graph or other methods of commercial or office reproduction. 


* In Your Office and under your control. Always available 
for instant reference or use. Easily kept up to date. Saves 
last minute rush and possibility of error. Conveniently and 
compactly filed. Protective envelopes keep them clean. 


* Complete Information sent upon request. Get the facts. 
Know how much time and money Photo Panels can save on 
your catalogs, price lists, parts lists, directories, indexes, etc. 
Check their many other advantages. Send for compleie 
information today. Write Dept. 207. 








TN Ne VISIBLE 


Acme Visible Records, Inc. 
CROZET, VIRGINIA 
Representatives in all principal cities 
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“No business record Is 


worth more than the | 
er it’s written of 


Ever have trouble with dog-eared sheets, split- 
cornered cards, tinted sheets with white or rough 
spots from erasing? This can mean hundreds of 
dollars in time and labor recopying vital records. 
Ever look into old files and find brownish, 
cracked sheets — sheets of records that the law 
says you must keep for many years? 

If you have these or any other troubles with 
the ledger paper or index cards you use, here’s 
the answer: 


PARSONS MECHANO FORM 


MADE WITH NEW COTTON FIBERS 


One of America’s most popular 
record-keeping papers, MECHANO 
FORM LEDGER is available in 
white and six colors, in 13 sizes and 
four weights. MECHANO FORM 
INDEX-BRISTOL is available in 
white and seven colors, five sizes and 
four weights. The colors match for 
“color control” —a real convenience 
if you have several departments, 





branches or types of records. The 
many weights mean you can get paper 
or card as tough or stiff as you need 
it, and the wide range of sizes makes 
possible getting practically any shape 
sheet or card you need, without wast- 
ing paper. MECHANO FORM is 
made to match the needs of both 
machine and hand bookkeeping. 


VALUABLE FREE BOOKLET Do you know how long various types of records and 
documents should be kept? How to plan and set up a continuing system for 
adequate records? Or what type of paper you need to stand up under various 
amounts and years of use and storage’? This new booklet will also help you buy 
your record-keeping papers and cards more economically. Every accountant, 
treasurer, controller, office manager and bookkeeper should have one. Send 


for your free copy today. 


PARSONS PAPER 


COMPANY 
Over 100 Years in Holyoke, Massachusetts 


PARSONS PAPER COMPANY 


keeping Papers and Index Cards.” 
Name 


Organization 
CaS a 


Street . 


City or Town 


Dept. 3D, HOLYOKE, MASSACHUSETTS 


Please mail me, without cost or obligation, your new booklet on records 
systems and retention. It’s called ‘“‘How to Get What You Need in Record- 


(PLEASE PRINT) 
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distribution ratio to equal the “nose 
count” ratio. One such reason is the 
accrued expense for vacation, holiday 
pay and bonuses on both direct and 
indirect workers which we classify as 
an indirect labor cost. Another reason 
is the difference between the earnings 
of salaried personnel as compared to 
those of the direct workers. Finally, 
there is the fact that no plant can ex- 
pect to utilize eight hours of each di- 
rect worker’s time on productive or 
direct labor functions. 

Even after allowing for the above 
factors, we felt that a dollar ratio of 
one to one or less was attainable if 
the following conditions were closely 
observed. As mentioned previously, a 
direct worker is available eight hours 
a day for direct productive effort. How 
many of the eight hours are utilized on 
direct labor affects the indirect ratio 
in two ways. If the employee is not 
working on productive work, his time 
must be charged to indirect labor 
which both reduces the direct labor 
base and increases the indirect labor 
cost. By explaining this point carefully 
to the foremen at this plant, they were 
made so conscious of the ‘“double- 
barrelled” effect that, when a direct 
labor worker was out of work and the 
foreman could find no productive work 
elsewhere, he was sent home. 

Under similar circumstances, prior 
to the extreme emphasis, on the one 
to one ratio the employee would be 
given a broom or some other fill-in job 
to round out his work day. By sending 
him home, the foreman lost something 
from his direct labor base but he did 
not add to his indirect costs. (It is in- 
teresting to note that the plant in 
question does have a union.) 

In eight months, the ratio of indirect 
to direct at this plant decreased from 
1.5 to 1 to .9 to 1, which is attributed 
to several things. First and foremost, 
the drive was on to reduce indirect 
labor costs on an over-all basis. More 
specifically, this was accomplished by 
making everyone on the supervisors’ 
team, including the foremen, conscious 
of their responsibility in reducing such 
costs to the desired level. There is no 
doubt that the foremen did their part 
as indicated above. 

A new production control and sched- 
uling system was also installed, which 


materially aided in reducing lost time 
by direct workers in securing job as- 
signments, instructions, rates, etc., as 
well as tooling for setups from the tool 
room. At present, tools for setups are 
scheduled in the same manner as pro- 
duction is scheduled. 

Incentive coverage of direct labor 
was increased 40°% during this period. 
This in turn greatly increased produc- 


tion while indirect labor remained 
fixed or even reduced, thereby result- 
ing in a lower unit cost for indirect 
labor. 
Further, in conducting the “nose 
count,” discovered the 


possibility of eliminating such indirect 


management 


workers as janitors, guards, inspectors 
and material handlers, since the num- 
ber of workers in several of these in- 
direct-worker categories appeared to 
be out of line with the number of di- 
rect workers serviced. 


Influences on the indirect ratio 


Included in the indirect-labor cate- 
gory are several types of labor costs 
which should bear close scrutiny from 
day to day. Three specific categories of 
indirect labor are more controllable on 
a day to day basis than any other in- 
direct labor expense. 

One such expense is “rework” labor, 
covering the labor cost of re-operations 
due to faulty materials or workman- 
ship. Within each plant there should 
be definite limits covering the amount 
of such expense as related to the 
amount of direct labor expended on 
the product. By watching this expendi- 
ture daily, the superintendent can de- 
termine whether quality control and 
inspection staffs, both as to material 
when it is received and after processing, 
are not “on their toes.”’ This will show 
if the costs go beyond the reasonable 
limits allowed. 

Many times rework labor comes in 
spurts because someone along the line 
relaxed a little. Instead of permitting 
the same error to be made for three or 
four days running, the mistake can be 


g, 
caught and_ corrected immediately. 
Moreover, rework costs when reported 
on a monthly basis are easily “buried,” 
but not if they are reported daily. 
“Setup” labor involves the time 
taken to secure tools, dies, fixtures and 


drawings from tool room, set tools on 
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machines and run one or several trial 
pieces. As mentioned earlier, the cost 
of “setup” labor will be greatly in- 
creased through lack of proper produc- 
tion planning and scheduling as well 
as excessive waiting for tools to be as- 
sembled by tool room. These delay fac- 
tors can be attached directly. In addi- 
tion, another method of controlling 
“setup” costs is to install incentives on 
such labor, as several of our plants 
have done. 

Time and Operating Allowances cov- 
er the waste labor or downtime costs 
such as machine’ breakdown, tool 
trouble, condition of material, ‘“make- 
up” pay and other delays. This cate- 
gory offers the best opportunity for 
reducing indirect labor costs. In sup- 
port of this, the payroll department is 
required to issue Daily Analysis of 
Time and Operating Allowances show- 
ing the various departments and rea- 
sons for the “‘waste labor’ costs. This is 
the third of the labor control reports 
referred to earlier. The data on this re- 
port goes back, in part, to the report 
which we use to control the cost of 
“make-up” pay due to incentive fail- 
ures and which was described in the 
first article of this series. ‘This report is 
of great value to the superintendent, 
since it reveals the allowances granted 
by the foreman to his employees, par- 
ticularly those working on incentive. 

Under any incentive system, unless 
coverage of the direct labor hours is 
maintained at a high level, dissatisfac- 
tion among workers not covered will 
arise and also direct labor costs will be 
much higher for those operations per- 
formed on a straight day work basis. It 
is the contention among industrial en- 


gineers, and acccountants as well, that 
direct labor operating on a daywork or 
non-incentive basis can be expected to 
yield no more than 50% of the work 
this same labor would yield if on in- 
centive. Since our standard labor costs 
are based on engineered time standards 
or reasonable estimates, pressure must 
constantly be exerted on the industrial 
engineering department to bring the 
incentive coverage percentage as close 
to 100% as is practically possible and 
thus eliminate, to a great extent, the 
50% labor variance factor on daywork 
direct labor. By watching this per- 
centage each day, it can readily be de- 
termined whether or not the plant is 
enjoying better coverage and to what 
extent progress is being made. 

The ratio pertaining to the efficiency 
of the incentive direct labor indicates 
the over-all increase in earnings over 
the base rate while the employees are 
working on incentive. All employees 
working on an incentive basis are in- 
cluded in this percentage and those 
who fail to make out will naturally re- 
duce the average. Since the primary ob- 
jective of most incentive systems is to 
increase production, we are quite 
naturally interested in seeing that this 
percentage is consistent with the basis 
on which the incentives were estab- 
lished originally. 

Aside from affording management 
data on labor costs, so that manage- 
ment personnel can perform a more in- 
telligent job, the daily distribution of 
labor costs also speeds up closings by 
not having to estimate one week to 10 
days labor costs, as is the case in many 
plants. Our company operates with a 
three-day closing and, in most months, 
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DAILY ANALYSIS OF TIME AND OPERATING ALLOWANCES 
"09" LABOR 

















Grumman F9F-6 Cougar 
Swept-Wing Jet Fighter 








Colitho Division 
COLUMBIA RIBBON AND CARBON MFG. CO., Inc. 
114 Herb Hill Road, Glen Cove, N. Y. 


Name 






THE “ONE-WRITE” WAY TO RUN A BUSINESS 


Okay, rush the Colitho Idea File. 


How a noted 
aircraft firm cut 
production order lag 
more than 80% 


Grumman Aircraft Engineering Corpora- 
tion shifted production parts orders from 
a manual typing operation to a punched 
card tabulator system printing directly 
On continuous Colitho offset duplicating 
plates. A work load two-and-one-half 
times greater than wartime peak is now 
being handled with a staff increase of 
only 20%. Lag time has been cut from six 
months to one month! 


A tabulator work day of 16 hours 
means rush! Colitho plates stand up to 
this kind of schedule. They're easy to 
prepare — give good, legible copies 
right from the start and deliver uniform 
reproduction—sharp and clean! 


This case history demonstrates the 
economy and efficiency that countless 
businesses now enjoy through the use of 
Colitho plates. We have a collection of 
these factual stories which you will find 
packed with valuable ideas. May we 
send them to you? Use the coupon and 
you'll receive your copy of the Colitho 
Idea File promptly. 
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SVLVAMIA ANNOUNCES— 


Close-up of Sylvania Sono- 
Lume unit showing perfo- 
rated metal wings backed 
with sound-deadening 
glass fiber batting. Fixtures 
may be also equipped 
with louvers instead of 
plastic shielding. Mounted 
singly or in continuous 
rows. 





New fluorescent lighting fixture 
has built-in sound-conditioning 
system ... easily installed! 


Now Sylvania introduces SONO-LUME . . . a new concept of 
sight and sound control! 


Basically, Sono-Lume is an attractive fluorescent fixture in- 
corporating principles worked out by Sylvania engineers. 

The perforated wings on each side of Sono-Lume fixtures 
are backed with glass fiber batting. This element has the excel- 
lent noise reduction coefficient of 0.85. Thus the fixture serves 
a double purpose: (1) It provides high levels of clear, soft, 
all-over illumination for comfortable seeing. (2) It holds un- 
necessary noise to low levels for amietile hearing. 








ITI ENTE 


Saves modernization costs! 






Sylvania Sono-Lume fixtures can be readily installed in any 
office, conference or consultation room. In instances where 
sound-proofing and better lighting are separate projects, this 
new combination fixture keeps costs well within modest budg- 
ets. A note on your letter-head will bring you detailed informa- 
tion. Simply address Dept. 4X-3704, at Sylvania. 


*Sylvania Trade Mark 


Sylvania Electric Products Inc., 1740 Broadway, New York 19, N. Y. 


In Canada: Sylvania Electric (Canada) Ltd., University Tower Bidg., St. Catherine Street, Montreal, P. Q. 


LIGHTING - RADIO + ELECTRONICS - TELEVISION 
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it is possible to get the actual labor cost 
distribution for the entire month with- 
out estimates. In no case, however, is it 
necessary to estimate more than two 
days’ labor costs and the distribution 
is then ready by the first work day of 


the following month. 


Better controls cost no more 

The installation of daily labor con- 
trols in our plants has made all super- 
visors conscious of the fact that a 
definite and proper relationship exists 
and should be maintained between the 
two basic types of factory labor. Pres- 
sure to reduce and maintain this ratio 
at its proper level is constantly being 
applied from the general managers on 
down to the foremen. Also, daily labor 
controls have’ entirely eliminated 
month-end surprises relative to labor 
costs, which previously were reported 
to management only along with other 
monthly operating statements. No 
longer can management ignore re- 
ported figures on the basis that they 
were not made available soon enough. 
The accountant finds himself in the 
enviable position of being able to 
state, “I told you all month long that 
the indirect labor was running high,” 
and to back up his statement effec- 
tively with the daily reports. 


No increase in clerical help 


As many accountants already know, 
the installation of any new accounting 
procedure always poses the question as 
to the clerical cost involved to secure 
the desired information and whether 
the results are worth the cost. In re- 
vising our payroll procedures to pro- 
vide the daily controls, we were quite 
naturally faced with this same _ prob- 
lem. However, through better organiza- 
tion of the work loads and some semi- 
mechanization, in no instance did we 
find it necessary to add any personnel 
to our payroll departments and in sev- 
eral cases, the department staffs were 
reduced along with the elimination of 
costly installations. 

In addition to preparing the cost dis- 
tribution of the payroll and the control 
reports, the payroll departments con- 
tinue to perform their normal routines 
of computing earnings, writing checks, 
payroll journals, earnings records and 
preparing quarterly tax reports. m/m 


methods 


THE MANAGEMENT METHODS 


work 
center 


... men and machines 
don’t work in a vacuum. 
Though you may saturate 
your Work Stations with 
skilled workers and 
modern tools, they can pro- 
duce efficiently only when 
‘community’ factors like 
traffic control, and ade- 
quate lighting, and proper 
communications —and 
even creature comforts— 


are properly integrated.” 


“integrated office 
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WAYS TO SAVE SPACE 


Stock on wheels pays off, 


‘ saves space and time 


me Phe old problem of 
trying to get more goods into less space 
confronted our Employees’ Store and 
Stationery Section. This condition was 
further complicated by the fact that 
we were forced to have our stock un- 
economically located in four different 
remote locations throughout the plant. 

To meet the increased requirements 
under the arrangement and layout ex- 
isting in 1952, the Store would have 
had to double its space or add an ad- 
ditional 2,000 square feet of floor 
space, for stock racks. The original 
plans were to move the Stationery Sec- 
tion, its adjacent neighbor, to another 


by T. H. MacCauley, 


Mgr. of Sales Promotion Planning, General Electric Company, Philadelphia 


location and thus vacate about 2,000 
square feet of floor area which could 
be taken over by the Employees’ Store. 
This plan was favored because the Sta- 
tionery Section was also entirely too 
crowded for efficient operation. 

The manufacturer of “mobile stor- 
age racks” submitted a complete layout 
showing how their use in the Sta- 
tionery Section stockroom would pro- 
vide an increase of 93 square feet of 
floor area for this section’s own use 
and still provide an extra 277 square 
feet of floor space which could be used 
by the Employees’ Store. This extra 
floor area, plus the floor space which 


could be gained by the installation of 
rolling racks in the Store stockroom, 
would provide enough space to take 
care of all of their requirements. 

The use of mobile storage racks not 
only provided better utilization of the 
area, but eliminated the need for mov- 
ing the Stationery Section to a remote 
location elsewhere. 


How the units operate 


The new setup included groups con- 
sisting of one row of stationary or fixed 
racks located in the center and two or 
three rolling storage racks on each 
front side (see cuts). One tier unit of 


Racks easily roll sidewards to provide access to inside storage units. Regular bins on filing cabinets can be mounted on roller units to any depth. 
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THE ae ey MODE 


R N OPFICE MUST BE AIR 


CONDITION E D 





TO INCREASE 
EMPLOYEE EFFICIENCY 


buy 


CHRYSLER AIRTEMP 
AIR CONDITIONING! 





“Packaged” Air Conditioners 
in nine models, 2 to 15 H.P., 
meet most cooling needs. Other 
Chrysler Airtemp products for 
all systems of air conditioning— 
a complete line to suit every 


requirement. 






sam O8 A MTURD o> 
‘> Guaranteed by > 
Good Housekeeping 
Sho, ©) 





45 avvennisto WOES 


CHRYSLER A 


HEATING e 


for HOMES, BUSINESS, INDUSTRY 


Airtemp Division, Chrysler Corporation, Dayton 1, Ohio | City 
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Surveys based on actual experiences have proven that modern air 
conditioning greatly increases the efficiency of employees in offices, 
reducing the frequency of costly errors. With air conditioning, you will 
find, too, that the clean, cool, healthful atmosphere will improve 

the morale of your office force and costly turn-over will be minimized. Your 
cleaning and redecorating costs will drop because it will no longer 

be necessary for employees to open windows and doors to 


bring in outside air with its dust and dirt. 


But get the best there is in air conditioning. Buy Chrysler Airtemp! 
“Packaged” air conditioning was pioneered by Chrysler Airtemp in 1937. 
More Chrysler Airtemp “Packaged” Air Conditioners have been sold 

than any other make. And only Chrysler Airtemp engineering 

gives you such important features as the super-efficient, super-quiet 

Sealed Radial Compressor . . . “Maxi-Fin” Coil for more effective cooling... 
“Airfoil” Grille to direct the air exactly where you want it by means of 
adjustable vanes . . . greater cooling capacity . .. more compact, 


space-saving design. Send coupon now for complete details! 


IRTEMP 


| Airtemp Division, Chrysler Corporation 
P.O. Box 1037, Dayton 1, Ohio 


I'd like to know more about Chrysler Airtemp Air Conditioning. 


Name 





Address Phone 
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Rolling racks allow use of old aisle area for two 
extra rows of storage units. 


each row of rolling racks was left out 
and provided an empty rack space, 
which could be changed easily and 
quickly by simply pushing the other 
units to right or left. This made it 
possible to expose any unit of the 
racks. All of the rolling racks are 
mounted on roller-bearing wheels and 
run on tracks. 

In addition to a 65°% greater utiliza- 
tion of floor area and considerably 
more cubic feet of stock space, there 
are many other operating advantages 
which are now being realized. 

1. The greater accessibility result- 
ing from closer proximity of storage 
racks and the saving of time in get- 
ting items (which annually total 
more than 50,000). This saving of 
the store clerk’s time in getting an 
item is multiplied by the time of 
those waiting to be served. 

2. The removal of loaded racks 

from the rear or inactive location in 

the stockroom to the front positions 
to meet the periodic changing con- 

ditions of demand and supply at a 

particular time. 

3. The saving of time being realized 

in loading of rolling racks at the 

rear of the stockroom while accumu- 
lating items in the Employees’ Store 


methods 


before “gift-buying-seasons” and 
then moving the loaded racks bodily 
to the nearby active positions when 
This same _ bene- 
fit applied to the Stationery Store 
where standard forms are improved 


the season starts. 


or revised, thus producing a tempo- 
rarily high demand for a short peri- 
od of time. 

These moves are made quickly, 
without construction changes and in 





considerably less time than the old 
method of unloading, moving and load- 
ing of stationary racks too soon, too 
late or at a time when the rush is on 
and the regular clerks are too busy. 
These are but a few of the intangible 
savings difficult to figure in dollar value. 

The continual saving of 2,000 square 
feet of floor space alone, however, is a 
considerable dollar savings for any of- 
fice, plant or warehouse. m/m 


3 WAYS TO SAVE SPACE 


): LOOK UP FOR MORE SPACE 


USE OF NORMALLY WASTED SPACE ABOVE WORKING SURFACES 


CS |) most offices, the ac- 
tual working space ends at the height 
of the desks. ‘Too often the space above 
the thirty-inch desk height is not used 
effectively. There is a growing tendency 
among the most advanced office plan- 
ners, however, to design in terms of 
cubic feet rather than just floor space. 
This means that more offices will be 
getting some use out of the height, as 
well as the length and width, of their 
quarters. 

There is a certain amount of wasted 
space on every working desk. It may be 


used on “In-Out” baskets, books not in 
use at the moment or sundry papers 
that are not pertinent to the specific 
task of the moment. If you can find 
another place for these items, you can 
reduce the necessary size of the desk. 
Designs for Business has recognized 
the problem and solved it in a most in- 
genious way. By constructing cubby 
holes above the desks to accommodate 
all the extras, they have considerably 
reduced the necessary working surface. 
Twenty-one typists are comfortably and 
eficiently housed in a space normally 


LEFT: High cabinets make attractive use of small space. Working surfeces are smaller and more 


efficient without crowding typists. RIGHT: 


Cubby holes above typing desks reduce the floor space 


required per working unit to less than one-half of regular work stations. 
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“Hardest working ‘messengers’ 
we ever had, those 


LAMSON 


> AIRTUBE 


CARRIERS! 


Yes, a Lamson AIRTUBE System will 
give new lift to the “operating efficiency” 
of your plant or office, at the same 

time eliminating the direct cost 

of non-productive, old-fashioned messenger 
service. No “training” of personnel is re- 
quired—simply dispatch the carrier and it’s 
on its way at 30 feet per second. Standard 
size carriers handle reports, file folders, 
punch cards, lab samples, mail and similar 


items. 
, You will be interested in seeing, without 
4 a ' obligation, how the advantages of a Lamson 
3 AIRTUBE System, either Conventional or 


Fully-Automatic, are being used by nearly 
every type of business in the country — your 
own is probably among them. barrie return the 











age —* attached coupon. 
i ire SS 
" LAMSON CORPORATION t 
“es , 3704 Lamson Street, Syracuse 1, N. Y. , 
3 
s i Yes, without obligation | would like to look over your descriptive, I 
* 1 case-history brochures, “Airtube on Target,” and “The Airtube Auto- i 
at \ matic Switch System.” ' 
I Name Title : 
Plants at | Company 
Syracuse and I 
San Francisco I Address I 
Offices in I City Zone State GD 2024 I 





principal cities 
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Your office is People 


Save their filing time 
and you’ll lower costs 


Is your office plagued by costly 
delays and annoyance in handling 
correspondence, orders and general 
routine? Ask your office people why. 

They, like Shirley Lamb, probably 
will point out the importance of 
modern filing systems. As secretary 
to the President of nationally-famous 
Interstate Bakeries Corporation, 
Kansas City, Mo., Shirley uses the 
streamlined Steelcase progressive- 
suspension filing system pictured 
below. Reliable, day-in-day-out 
companions, these files are part of a 
complete family of Steelcase desks, 
chairs and service units designed, 
engineered and color-harmonized to 
boost employee morale and increase 
efficiency in the modern business office. 

Steelcase files are styled and priced 














to meet the needs of every business. 
Make it your responsibility to learn 
full details from your Steelcase dealer. 
He’s listed under “Office Equipment” 
in the Yellow Pages. Call him today. 


METAL OFFICE FURNITURE ae 
Grand Rapids « Michigan 


STEELC 


s US yn = SoS 3 Eq uU i 
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Free Office Guide 


“Tooling Up Your Of- 
fice’’ is a colorful FREE 
booklet crammed with 
modern office planning 
ideas. Attach your let- 
terhead, mail to Dept.B 











occupied by ten typists. 

Employing the same theory, high 
cabinets placed within easy reach serve 
to divide the space, keep desk surfaces 
clear and make possible the use of desks 
almost half the depth of the normal 
typing desk. 

Another slant on how to use the 
higher “but still within easy reach” 
space in your office is an idea used by 
Maria Bergson Associates. They feel the 
most wasted space is the badly used 
space above filing cabinets. Miss Berg- 
son uses standard “‘module”’ units de- 
signed to fit exactly on top of the files. 
This makes the files tall enough to 
serve as an office divider and adds neat 
storage space. Since the storage space is 
quite deep (as deep as the files), a 





Module units, placed on top of filing cabinets, 
serve a double purpose: provide storage space 
and act as an office divider. 


center «vider is used, forming two 


equal cabinets accessible from either 


side of the files. m/m 


Sones TO SAVE SPACE 


3: DRAMATIC DOUBLE PURPOSE AREA 


HOW TO USE AN EXECUTIVE OFFICE AS A CONFERENCE ROOM 


mmf you have an ex- 
cess of money, space and imagina- 
tion, here is just the “‘space saver’’ to 
combine an executive office and a con- 
ference room. The conference table 
in the president’s office at Spring Cot- 
ton Mills is built on an elevator. Now, 
when a conference is called for the 
company’s directors, closing a switch 
raises the table to desk height, adjoin- 


ing his desk. Both the table top and 
floor are finished in matching parquet, 
so that the table cannot be detected 
when lowered and recessed, level to the 
floor’s surface. An elaborate safety de- 
vice prevents the table from closing on 
anyone’s legs while descending. When 
the table is raised a second floor must 
be brought up to the regular floor level 
in order to prevent chairs or objects 





methods 
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Solve your 
MAIL 
HANDLING 
PROBLEMS! 





Write for the new 


® 


MAIL HANDLING EQUIPMENT 


CORBIN Mail Handling Equip- 
ment reduces work motions, 


ends congestion, handles larger el 
quantities of mail in less time. LEY 
Used in the majority of U.S. 


Post Offices, and in leading ) 
firms, universities and _institu- 
tions. It's the answer to your SPP) 


need for fast, efficient mail | J 
handling! na 





Sizes and designs to 
meet your requirements 


MAIL THIS COUPON NOW! 


1 
CORBIN Wood Products Division, Dept. B | 














| The American Hardware Corporation | 
New Britain, Conn. | 
Send illustrated literature and prices on Corbin Mail 

| Handling Equipment and related products. | 

| ___,_, SEES ee anno re , 

| FIRM... ccivinieareabanscsoecscns tbe | 

| city ZONE 1 

| 1 
STATE 

eR E meniubendiinisa’ 
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Angled windows eliminate glare 


from dropping into the opening and 
fouling the hydraulic machinery. 
The new office building features 
over-hanging floors and exterior walls 
which do not support the roof but 
are suspended from it. This novel 
construction permits office windows to 
ad- 
mitting light without glare. Occupants 





be set at an inverted angle of 45° 


easily see out but direct sunlight can- 
not enter except in the early morning 
and late afternoon (when the rays 
carry less heat). m/m 


plan- Liquid samples 


ning dispatched by 
idea 





pneumatic tubes 


Located outside the city limits of 
Kalamazoo, Michigan, the new Up- 
john Company 23-acre plant covers an 
unusually widespread area. A _ fast, 
flexible pneumatic tube conveying sys- 
tem was the solution to the safe trans- 
mission of test samples of ingredients, 
formulas in process, production cards, 
IBM punched cards, shipping orders, 
and requisitions. 

Upjohn engineers made a study of 
all procedures, all types of machinery 
and equipment, as well as improved 
methods pertaining to manufacturing 
and office operations. One of the most 
important phases of the operation is 
product control, particularly in regard 
to biological and chemical laboratory 
analyses of ingredients throughout 
processing for quality and formulas con- 
trol. Pneumatic tubes are always ready 
and samples can be dispatched immedi- 
ately—there is never a delay waiting 
for messenger service. Test samples of 
any type—powder, liquids, soft cap- 
sules, tablets—are safely speeded to the 
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EXECUTIVE DANGER ZONE 


When is an executive worth 
a better office? 


Upper income surveys indicate that large per- 
centages of staff and line management operate 
in substandard executive environment. 


A simple working formula is that a better office 
is due an executive: 


(1) When his working surroundings lower his 
position of prestige and leadership with 
employees affected by his decisions. 


(2) When executive confidence is affected. Self- 
assurance, sometimes the final element in 
good or bad decisions can be weakened by 
an atmosphere of conflicting values. 


At what level do your salaries call for more 
appearance effort? 


“How much an executive 
should cost in office 
investment.” 


THE JASPER DESK CO., JASPER, INDIANA 


wey coupon for free chart: = 
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7 Is The Chazr 
ts You Can Live In 


AND FEEL THE 
BETTER FOR IT! 











EXECUTIVE 
POSTURE CHAIR 


> MODEL 65 


You spend more time in your office chair than in all the chairs of 
your life. That’s why it’s good business to have a chair like the 
Harter 65 to increase your efficiency and give you more satisfaction 
from your work. You can be sure the 65 will be a real partner that 
will fight fatigue and leave you feeling fresher at the end of your 
office day. Deep, molded foam rubber cushions in seat, back and 
arms of the 65 stay cool and comfortable. Precise yet easy-to-operate 
controls fit this chair exactly to you. Superb upholsteries and fine 
steel construction make the Harter 65 at home in the finest offices. 
Write for informative booklet, ‘““Posture Seating Makes Sense.”’ 
We'll send name of your nearest Harter dealer. 


HARTER CORPORATION, 406 Prairie Street, Sturgis, Michigan 








(BARTER 
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POSTURE CHAIRS 
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laboratory in seconds and reports re- 
turned at the same speed. 

For more information, Circle num- 
ber 689 on the Reader Service Card. 


Air bath 
cleans 
typewriter 


Periodic cleaning of typewriters with 
your vacuum cleaner is recommended. 
‘The type bars of a portable typewriter 


Ree: 
can be cleaned with the dusting brush 
of a vacuum cleaner. For the intricate 
underside, the use of the crevice tool, 
with the cleaner connected for blowing, 
is suggested. The narrow crevice at- 
tachment reaches areas that are other- 
wise inaccessible and the blowing ac- 
tion is equivalent to the compressed 
air treatment used by professional serv- 
icemen. 

Although most typists are sure to 
keep the keys clean and replace the rib- 
bon periodically, they normally allow 
dust and erasure lint to accumulate be- 
tween the striking bars. Maintenance 
departments of large firms recommend 
periodic cleaning to prevent frequent 
overhaul. 











... a carefully planned 
grouping of handsome, modern 
office furniture . . . styled to 
lend beauty and luxury to your 
office without the sacrifice 
of efficiency. See your 
Imperial dealer or write 
for particulars. 


IMPERIAL DESK COMPANY 


Evansville 7, Indiana . 
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new products 
for work center 
application 


Aluminum panels renovate 
elevators quickly, inexpensively 

In buildings housing old-fashioned ele- 
vators, which are eyesores though func- 
tioning well mechanically, there is now a 








method of dressing up the appearance of 


old cars. It is especially useful in the 
case where service cannot be interrupted 
for the period of time it normally takes 
to install a new car. 

A new aluminum facing material fits 
into the interior walls of the car and can 
be installed in a matter of hours. The 
panels are available in two aluminum fin- 
ishes or a choice of five porcelain enamel 
colors. Maintenance is simple: surfaces 
are cleaned with ordinary soap and water. 

For more information, Circle number 
688 on the Reader Service Card. 


New power sweeper can be 
pushed by anything that moves 

A new power sweeper of unique de- 
sign has just been announced which can 
be pushed by anything that moves—fork 
lift truck, motor truck, tractor, Jeep, etc. 
Special clamps are available for attaching 
or detaching in a few minutes: no tools 
are required. 

The sweeper’s broom is powered by an 
air-cooled engine and sweeps a path four 
feet wide. It is equipped with a nine 
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Here’s filing that’s 


BETTER BOTH & 


=® from YOUR angle... 
SAVINGS IN OFFICE EXPENSE 


Look at filing for what it really is—an essential in the 
smooth and efficient conduct of your business—and you'll 
have the reason why Art Metal designs and builds filing 
equipment for superior /ifetime performance. Every detail 
of the cabinets, drawers and suspension is planned to 
provide a better return on your investment. And the Art 
Metal Speed-File system adds further to economy in two 
ways...with 15% greater usable capacity per drawer, and 
a daily labor saving of 33% in faster filing and finding. 


® from HER angle (yours aso) 
FASTER FINDING...EASIER FINDING 


Smooth, quiet operation at a finger touch... full extension 
beyond the cabinet front...automatic lay-back for ready 
reference and easy access are Art Metal features that result 
in faster service, fewer errors and less employee fatigue. 
Why not test the better va/ve of Art Metal filing in your 
own office...right now? We'll gladly install a Speed-File 
for you on trial...let your own clerks experience the 
outstanding functional and quality features of Art Metal 
—the ultimate in filing at no extra cost. 








a 


Send for these publications 


— the most modern answers to all your 
filing needs — from your nearest Art Metal 
representative (see classified Telephone 
Directory under “Art Metal’’) or write 

Art Metal Construction Co., 

Jamestown 31, New York 


() Art Metal Speed-File 
(] Arc Metal Counter-Height Files 
() Are Metal Filing Equipment 












FILES FOR EVERY NEED 


Letter and cap files in all heights 
in the Director and Commercial 
grades... also card record and 
general files in all heights and 
sizes including widesections and 
halfsections, and everything for 
the business or institutional 
counter in Art Metal equipment 
(photo, lower left). 


ART METAL SPEED-FILE 


The rigid front mechanized file. Gives 15% 
greater capacity per drawer than standard 
compressor files. Saves filing time and payroll 
costs by reducing by one-third the motions 


required in filing and finding. 


For 65 years the 
hallmark of the 
finest in office 
equipment and 
systems 
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Or 


cubic foot collection hopper and a 25 
gallon sprinkler system to control dust. A 
20” gutter broom is optional equipment 

The entire unit is mounted on three 
large rubber-tired swivel casters, surround 
ed by a heavy bumper. It is stated by the 
manufacturers that the new sweeper Is ap- 
plicable for use in industrial plants, ware 
utility installations and 


houses, public 


similar locations where power sweeping is 





required and idle time is available on fork 
lift trucks or other mobile equipment. 


For more information, Circle number 


Small photocopy work station 
saves space, shields photopaper 

A compact, convenient work station for 
photocopy users is being made for ofhces 
An all-steel 


cabinet containing ample shelf space fon 


where space is at a premium. 








all necessary supplies, the unit is designed 
to protect the sensitive photopaper even 
under most extreme lighting conditions. 

The cabinet is constructed so the doors 
and top open to form a light shield with 
a vinyl plastic draw curtain front, pre 
venting accidental exposure to light. ‘The 
entire unit takes up only one square yard 


ol space. 


For further information and prices, 
Circle number 696 on the Reader Service 


Card. 


Office air cleared of bad 
odors by new ozone generator 

The ozone generator, used for many 
years to purify the air in places like 
breweries and cold storage warehouses, 
has now been adapted for use with the 
forced-air heating or cooling systems ol 
othces, plants and other buildings. 

his new ozone generator is compact 
and self-contained; it mounts on the side 
wall of a heating-cooling unit or on the 
suction-side of an air duct where ozone can 
be introduced directly into the air-stream. 
Only a small amount of ozone is needed, 


for it diffuses instantly, correcting objec 





smoking, foods, etc., ozonizing foreign mat- 
ter in the air. 

The generator has no moving parts, re- 
quires virtually no maintenance other than 
periodic cleaning and the only cost of 
operation is low-wattage electric current. 

For more information, Circle number 


693 on the Reader Service Card. 


Magnetic sweeper speeds 
cleaning maintenance jobs 
non-electric magnetic 


A new rotary, 


sweeper has a detachable magnetic element 





































687 on the Reader Service Card. r tionable air contamination resulting from which has many additional uses. When 
WASHING niet 
Duo-Washfountains serve S | | g Ss a n d A b r 6 s é 0 n g eee 
one or two persons. 
FACILITIES ALMA DESKS PROVIDE MORE THAN 
SURFACE BEAUTY 
Yes, the knee space posts on these Alma desks will always be 
kind to hose or clothing because they are DENSIFIED, a process 
Nitic which makes them permanently impervious to abuse—silky 
lice smooth forever! 
Planning This is but one of many unseen values of the Alma 1800 Man- 
Servi agement Group in genuine walnut, featuring a desk for every 
by office use. Write for literature and name of your near-by Alma 
dealer. 
SA VE WA TER WA STE 54-inch full-circle Bradley 
AND TIME with Mosinee towel cabinet. 
@ Without faucets to touch or maintain, sanitary Bradley 
Washfountains provide clean running water from a central 
sprayhead. The self-flushing bowl prevents collection of 
contaminating water,—and foot-control automatically cuts 
off water supply when foot is removed from control ring or pedal. 
Bradley Washfountains have become standard equipment during the past 
30 years in modern factories, mills, offices, schools and institutions. All 
models described and illustrated in Catalog 5204. Copy free ‘on request. Better Desks Are 
Made of Wood 
BRADLEY 
BRADLEY > wosnrouniain co. 
A 2311 West Michigan Street 
Wade fOUV UD —Wivwarsan's vis 
Distributed Through Plumbing Wholesalers ALMA DESK CO., HIGH POINT, N. C. 
(Circle 611 for more information) (Circle 603 for more information) 
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used as a hand-propelled, rolling sweeper 
along factory aisles, floors, drives and walks, 
the powerful Alnico V magnetic tube is 
passed over small metal chips, filings, nails, 
tacks, etc., which are picked up by the ro- 
tating tube, automatically spreading them- 
selves over its surface to a depth of 34”. 
Unloading the 1” diameter tube is 


quickly accomplished by removing it from 





the unit and clearing it of the accumu 


lated metal by means of a neoprene wiper 
ring. \ detachable collection pan, mount- 


ed at the base of the unit’s handle, speeds 


the unloading process. Smooth-action neo- 
prene wheels insure feather-light handling, 
even under a full load. 

When used apart from the roller, the 
magnetic element can be variously em- 
ployed for the retrieving of fine ferrous 
material, as a skimmer or coolant cleaner, 
as an underwater recovery magnet Or as a 
magnetic collector in any hard-to-get-at 
places. The powerful magnetic action of 
the tube is guaranteed forever. 

For more information, Circle number 


690 on the Reader Service Card. 


Signalling device summons anyone 
to nearest available internal phone 

Executives and key employees can be 
quickly reached anywhere in the plant or 
othce by means of a newly developed spe- 
cial signalling device that is part of an 
internal business telephone system. 

The particular signal equipment may 
be chimes, bells, whistles, horns, lights— 
whichever device is best suited to a com- 
pany’s needs. Ihe person reached will 
recognize his individual code signal and 
be able to answer his call from the nearest 
available telephone. 

For an illustrated brochure detailing 
the system, Circle number 697 on_ the 


Reader Service Card. 





The. Otuginal 


TABLET ARM CHAIR THAT Foups 


IMITATED BUT UNEQUALED 


co Only Clarin chairs can 


be used equally well for ordinary 
seating ... with the arm folded 


down at the side. 


* Only Clarin chairs let you lift 


the arm out of the way as you 


sit down or stand up. 


& 
& Only Clarin chairs are 
engineered and built to Clarin 


standards of strength and quality. 


FOLDS FLAT IN 3 EASY STEPS 








Write for full information: : 

Clarin Mfg. Co., Dept. 47, [ is 

1640 W. Harrison St., | s 

Chicago 44, Illinois AS ‘ 
e 
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There is a Clarin Steel Folding Chair for your every need. 
New FREE Catalog of complete line on request. 





ENGINEERED QUALITY MAKES THE BIG DIFFERENCE IN FOLDING CHAIRS 





(Circle 615 for more information) 
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Installation of 96 


pga KEEN JUDGES OF GOOD STYLING 


ot THE DONNELLY GARMENT CO., 

Kansas City, Mo., by CRAMER'S 

SAFE & OFFICE EQUIPMENT CO., (“44 
Kansas City. 


You would expect a successful maker of do much toward improving output and 


ladies’ apparel to look for new office promoting employee morale in your of- 


fice. And your capable Jackson Desk 





furniture with a style-conscious eye. And 
you will find — as did The Donnelly 
Garment Company —— that Jackson the right layout for best all-around re- 
Mastercrafted Desks are as distinctive in sults. 


Dealer is ready to help you work out 


design as they are durable in construc- 
tion, Theirs is the inherent warmth and 


WRITE DEPT. M-4 FOR YOUR 


FREE GUIDE TO LOWER OFFICE COSTS 


beauty of native woods, fashioned to 
and name of your Jackson Desk Dealer. 


contribute to the prestige of finest offices 


... and to the working oy of all yy MEMBER OF WOOD OFFICE 
who use them. These same qualities can Poly FURNITURE INSTITUTE 


JASPER OFFICE FURNITURE CO. 


3a 8S PB. A182 tS ee aes UU. &. A» 
(Circle 638 for more information) 














“Do we have anyone named Ajax?” 


Complete drinking water service, 
including AJAX or AERO Paper 
Cups and dispensers, improves em- 
ployee morale because it provides 
clean, sanitary, comfortable and 
DISPENSERS 


AJA CUP FILLERS 


UNITED STATES ENVELOPE COMPANY 
ty General Offices: Springfield 2, Mass. 
t# 15 DIVISIONS FROM COAST TO COAST 


(Circle 665 for more information) 


natural drinking facilities . . . cuts 
down absenteeism because it re- 
duces the hazard of transmitted in- 
fection. Eight out of ten people 
‘ . 

| prefer it. Ask your paper merchant. 
AJAX® ~~ AERO® 

® PAPER CUPS i ye i curs Ey 


a} 






PEERLESS Fiat Cups 
It pays to deal with the 
distributor who carries the 
complete line of paper wa- 
ter drinking cups. ci-m 


4\ 













“Cool water helps 
increase employee 
efficiency and 

morale !” 


Frigidaire Flash-0-Matic 
Water Coolers save up to 
30% on operating costs! 





Employees work better— feel better — in 
offices where cool, clean drinking water 
is handy. And because Frigidaire Flash- 
O-Matic action chills instantly when 
water runs, neither water nor cooling 
power is ever wasted. Frigidaire engi- 
neering banishes costly servicing — as- 
sures a lifetime of dependable service. 


No Spurt...No Sputter. Automatic 
pressure regulator balances water system 
changes. “No-Splash” porcelain basin. 
Electrical Toe-Tip control. In 6, 12, and 
18-gallon capacities. Powered by thrifty 
Meter-Miser, warranted for 5 years. 


Bottle-type Coolers also available 
with or without handy refrigerated com- 
partment for ice cubes, bottled drinks. 


Call your Frigidaire Dealer. His 
name is in the Yellow Pages of your 
phone book. Or write: Frigidaire, Dayton 
1, Ohio. In Canada, Toronto 13, Ontario. 


Frigidaire =e 
Water Coolers 


BUILT AND BACKED BY GENERAL MOTORS 


(Circle 625 for more information) 











Chart room 








serves as management control center 


mm | “sales intelligence’ room with 
wall charts and maps is giving marketing assis- 
tance to merchandising and production planners 
at Admiral Corporation in Chicago. The subject 
of the wall charts is the television-appliance 
manufacturer’s own sales performance. Three 
walls are lined with charts which give informa- 
tion about unit product sales in relation to 
yearly goals, performance of individual distribu- 
tors as related to their market potentials and the 
current sales and inventory status of each prod- 
uct and model in the company’s extensive lines. 

The charts actually are a systematic summary 
of weekly field reports. Admiral has kept similar 
information for years, but the specific value of 
the new setup is that facts are available in “‘at-a- 
glance” form for the first time, enabling many 
department heads to use coordinated informa- 
tion which heretofore had to be compiled from 
many sources. 


Performance at a glance 


The first series of management charts in the 
room gives over-all sales information on four 
product lines, television, radio, refrigerators and 
ranges. One chart for each line traces the week- 
by-week sales goal in black and the actual attain- 
ment in red. A second chart has the cumulative 
sales goal for the year to date and the actual per- 
formance, cumulatively. 

Goals are established by analyzing the total 
market for the product involved and then deter- 
mining what Admiral’s share of the market 
should be. 

The adjacent wall is covered with charts 
showing distributors’ performance, broken down 
by products. Each chart actually consists of a 
visible file hung vertically, with the visible 
portion of each card having a colored line which 
represents the distributor’s sales as a percentage 
of his market potential. 

Thus, ideally, all the colored lines on the 
distributor’s graphs would be about the same 


length, or at least all would be over the mark 
for 100°% of market potential. This utopian con- 
dition never may be attained but the charts do 
enable quick spotting of any distributor whose 
performance is far out of line with normal. 

The remainder of the visible file, which is con- 
cealed, has space for week-by-week sales of the 
distributor, cumulative sales for the year and a 
“P.I.”—performance index—column. There also 
are places on the visible portion of the card for 
two red flags to represent “inventory trouble” 
and “‘sales trouble.” 


Trouble spots picked up 


A look at the distributors’ charts tells them 
about an area as soon as trouble begins to occur. 
Formerly, all the information was in widely 
scattered files and there was a good chance that 
the problem would get beyond solution before 
it was discovered. 

The third wall in the chart room gives in- 
ventory and sales information on each model in 
each product line. The charts relate inventory 
to current sales by picturing inventory as so 
many weeks’ stock on hand. On the sales side, 
the current week’s volume and the yearly cumu- 
lative total are shown. The visible card file, with 
the chart, records weekly movement in units for 
each model and the week-by-week inventory rec- 
ord, also. 

Product charts are one of their most valuable 
sources of information, since they show at a 
glance any unbalanced sales or inventory situa- 
tions. For example, even though over-all sales of 
television receivers are good. a tew models might 
begin to pile up in distributors’ warehouses. 
Such a condition would be apparent at once 
when the charts are prepared. 

In addition to the charts, the room has a map 
which shows each distributor’s territory. This 
map guides company planning in establishing 
new distributorships, assigning regional man- 
agers and setting product sales quotas. (next page) 
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Chart room 


continued 


Purchasing men can read warning signals 
about rapid movement or slowing down of 
sales and adjust their policies accordingly. Pro- 
duction men can gauge their schedules from 
what the charts show about the movement of 
various models and the financial department 
can ascertain the profit outlook and probable 
working capital requirements from the over-all 
sales-inventory trend. 

Credit men are able to get quick information 
about accounts. Distributors’ sales and inventory 
charts tell them whether merchandise still is in 
the hands of distributors or has moved to retail 
dealers. The advertising department can see 
from the sales charts which products will need 
promotion emphasis and from the distributors’ 
charts which areas of the country will need bol- 
stering. Trafic men can anticipate probable ship- 
ments in the month ahead from a look at the 
distributors’ sales and inventory reports. Sales 
executives have needed information immediately 
available, visibly detailed. m/m 


“worth 


Ten worker incentives: These 
work incentives were ranked in order 
of importance by 350 workers in a 
recent survey: 

1. Steady work without the threat of 
job insecurity. 

2. Comfortable working conditions 
with up-to-date equipment. 

3. Good working companions to 
help develop office harmony. 

4. Good supervision. 

>. Opportunity for advancement with 
1 policy of promoting from within. 
6. Good pay—fair wage rates. 


. Opportunity to use own ideas. 


FO 


. Opportunity to learn the job. 
9. Sensible working hours _ plus 
adequate time for relaxation. 
10. “Easy” work to conform to in- 
dividuals’ abilities. 

Office Executive. 


repeating" 
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Can you cut expenses without cutting corners? 


You can, but only by knowing continuously 
where your money is being spent and why. To 
keep giving you this kind of information before 
it becomes history takes a versatile accounting 
method backed up by versatile equipment. 


In addition to all the control data you need, 
IBM accounting provides you with all the 
records necessary to each of the major areas of 
accounting. This means that your regular ac- 
counting data can be broken down in any way 











to give you the best means of appraising 
various phases of your business. You get a 
complete business picture—showing where you 
can cut expenses wisely to increase current 
profits and keep your company in “fighting 
trim.” 

IBM accounting machines do the complete 
job—often providing important savings in 
time, overhead, and money. For details, call 
the local IBM office today. 


International Business Machines, 590 Madison Avenue, New York 22, N.Y. 


(Circle 677 for more information) 
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may we send you 
our catalogue on 1-2-3-4? 


It will come in mighty handy when you need metal office equipment 


PRODUCTS 





SLIDING DOOR 
STORAGE CABINETS 


Choice of glass or steel doors on 29” 
and 42” units. Sliding doors glide with 
perfect ease. Sliding shelves adjustable 
without bolting. Cabinets available in 3 
heights (29’-42.78")..12” and 18” 
deep . . 38” wide outside. | 





Whap RACKS 


Here’s the item for every office. Obtain- 
able in 3 sizes to accommodate 6, 12 or 
24 coats and hats. Clear hanging space 
for coats. Hats rest on non-dust-collect- 





ing rods. Double-face units and umbrella 





accessory available. 


AND STORAGE UNITS 


Open or closed backs . . single or double- 
face .. available in 4 heights (29’-42”- | 
78”-84”)..2 depths (12 and 18”).. | 
all units 38’ wide outside. Backs or end 
panels may be omitted if desired. Slid- 
ing shelves adjustable without bolting. 


LIBRARY SHELVING 


Practical, efficient and flexible. Available 
in single or double-face units with open 
or closed backs. 3 heights (42’-84’’-90’) 
.. Shelves 944” deep, adjustable without 
bolting .. 36’ outside width. No unsightly 
cross sway braces. 


L 
BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3006 NORTH BURDICK amp KALAMAZOO, MICHIGAN 
are 





| 
| 


(Circle 610 for x > information) 
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Sound powered electric telephone 
for direct executive communication 
A new executive desk telephone unit 
incorporates a sound powered electric cir 
cuit. No batteries or connections to out 


side power sources of any kind are re 





quired. The current necessary for voice 
transmission is actually generated by the 
voice itself through an electromagnetic 
unit. The system provides dependable 
communication with clear voice reproduc 
tion and almost complete freedom from 
maintenance of any kind. 

Ringing signals are also transmitted by 
self-generated electric current. “Vo call an 
other station, the handset is simply litted 
in the usual way and a small lever in the 
side of the instrument is pressed. For lo 
cations where the noise of a bell might be 
undesirable, these instruments may also 
be equipped with neon light indicators. 

These instruments were developed espe- 
cially to meet a very common need for 
additional “private wire” communication 
between executive offices or between execu- 
tive offices and specified locations in plant 
or office buildings. They are not intended 
to take the place of regular office intercom 
equipment, but rather as an adjunct to 
such systems. 

This type of equipment is especially de- 
sirable for installation between two very 
frequently called points of contact, thereby 
relieving the regular intercom system or 
office switchboard of a considerable tele- 
phone load. 

For more information, Circle number 
684 on the Reader Service Card. 


Self-adhering file folder 
labels cut costs 

Special self-adhesive file folder labels 
require no moistening and eliminate the 
usual operation of prefolding and bending 
the label over the file tab. A smaller label 


(approximately 54% x 314”) can be used 


GUARANTEED 





to save you 





ONE BOOK that provides the key to New Jersey. 
the Industrial Heartland of the whole U.S.A.! It's 
a dozen books in one: mailing list, buyers’ guide, 
sales guide, prospect guide, encyclopedia of New 
Jersey! There's no other directory like it! 
ACCURATE up-to-date edition just off the presses! 
Completely revised: lists 27,683 separate revisions, 
including 2107 new industrial firms which opened 
shop in New Jersey during the past 18 months! 
15,000 FIRMS listed in 3 completely different 
sections: alphabetical, geographic, by products sold. 
Each listing gives firm name, address, telephone, 
names, titles, no. of employees by sex. 

40.000 KEY PEOPLE—are listed by name and 
title—a sure way to reach the very men you want! 
1200 PAGES crammed with market information on 
every county and municipality in N. J. Tax and 
insurance rates, population, transportation facilities. 
54TH YEAR of publication. Used by salesmen, 
small businessmen, top blue-chip companies alike. 


NEW JERSEY INDUSTRIAL DIRECTORY 


406 - 38th Street, Union City, N. J. 
1954-55 Edition —_—e 
Send check with order or ask us to bill you! 


GUARANTEED! After 30 days, if not convinced this 
book will save you ten times its cost over next 2 
years, return for full refund. 


(Circle 672 for more information) 
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NU-VISE STEEL SIGNALS 
FOR “VERTICAL” SYSTEMS _ 
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MAPTACKS 
FOR MAPS AND CHARTS 


2» See your Office Supply Dealer 
peepee GEORGE B. GRAFF CO. 

and MAPTACKS 54 Washburn Avenue 
eo ~9Cambridge 40, Massachusetts 





(Cirele 629 for more information) 
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used, 
“90 
of application. 

They are manufactured in sheet form 
for easy marking or typing and are avail- 
able in a variety of colors with a single 
color band across the top fer quick visual 


identification. File folders can be re-used 





several times. 
For further information, Circle numbe) 


because it sticks firmly to the front of the 983 on the Reader Service Card. 


este 


folder tab. They will not dry out as water- 
moistened labels sometimes do. Although 
the initial cost is slightly higher than the 


conventional labels which were formerly 


labor costs were reduced by over 
53°, due to the increased speed and ease 


Executive’s clock-radio includes 
pen, pencil, perpetual calendar 

A luxury item, especially suitable for gift 
giving, is a new clock-radio, finished in a 
gold and silver plastic combination and 
featuring a pen and pencil desk set. 

The self-starting clock is independent of 
the radio switch. ‘The dial can be set to 
sound off a buzzer at the appropriate hour 





to remind the executive of an important 
meeting or special appointment. senting it, is on the pen stand. ‘The pencil 
A raised plate for engraving the owner's stand is inset with a perpetual calendar. 
name or, in the case of a gilt, the addi 


tional name of the individual or firm pre- 


For more information, Circle number 
698 on the Reader Service Card. 





Gt SEATING 


BY JASPER CHAIR (0. 


MEANS [pebalth, EFFICIENCY 





NO. 288 





TO REDUCE FATIGUE... 
TO INCREASE PRODUCTION... 


consider Jasper Chair Co. chairs—designed for 
correct posture, for day-long comfort that spells 
efficiency. There's a Jasper Chair Co. chair for 
every office need. Your dealer will be happy to 
show you the complete line . . . why not today? 


Planning 
Service 








Jasper Chair Co., Dept. 22, Jasper, Indiana 


THIS COUPON WILL Please send catalog and name of nearest dealer. 








BRING YOU NAME 
OUR LATEST CATALOG STREET 
CITY 36NG_- -etAwe 
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visualize this 
beautiful executive desk See how smartness of line, handsome wood 


and tasteful styling will give your office a 


. 
in YOUR office “living room” atmosphere—an air of “welcome.” 


Leopold Office Furniture is thoughtfully 
designed by skilled craftsmen to give you 
maximum beauty, convenience and durability. 
The file drawer is located in the upper 
position for easy access. Simple adjustment 
makes desk the right height for you. 

Special Dulux finish is highly resistant 

to stains and scratches. 


Complete Office Planning Assistance 
At No Extra Cost 


Your Leopold Dealer provides complete 
Office Planning Service. Let him show you 
functional Leopold Office Furniture—styled 
to fit your needs. Write us for the name 

of your nearest Leopold Dealer. 


nt Lqp0fd wowrany 


BURLINGTON, IOWA 


Member: Wood Office Furniture Institute 





e Peabody Cooperative 
Bank, Peabody, Massa- 
chusetts. Leopold Installa- 
tion by L. E. Muran 
Company, Boston, Massa- 
chusetts. 








a 


(Circle 641 for more information) 
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ovable desk unit designed 

serOccasionally-used typewriter 

A removable desk unit has been devised 
to eliminate the clutter of the occasionally 
used typewriter and make the instrument 
appear and disappear at will, It is in 
stalled by simply removing a top storage 
drawer and a sliding tray on either side ol 
the desk and inserting a light-weight sta 
tionary typing shelf. Even when the type 
writer is in use, only one sliding tray and 
a top drawer are sacrificed. When not 
needed, the shelf is easily removed and the 
full storage space of the desk can be used. 

Made of steel, this accessory offers a firm 


base for the typewriter. It is equipped 





with a swivel typewriter pad, to which the 


typewriter can be bolted. ‘The swivel pad 
permits the operator to move the type 
writer into the most convenient position 

For more information, Circle number 


695 on the Reader Service Card. 





2,800 to 64,000 
Sheets per hour 


yLATeD 
matical 



















FLEXIBILITY 
of 






COLLATING METHODS 


+ ++prime aid to work simplification 





When you adopt efficient Macey methods, you 
get automatic collating designed to your spe- 
cific needs. Macey Production-Rated Collators 
come in 4, 8, 12 and 16-station models, with 
such efficiency builders as an offsetting jogger, 
a stapler, a tape delivery. For an idea of how 
much you can cut costs with a Macey, send 
for our file of actual case studies of work sim- 
plification — using Macey collating methods 
—in companies you'll recognize. 
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HARRIS-SEYBOLD COMPANY 


Special Products Division 
Dept. B, 4510 East 71st St., Cleveland 5, Ohio 


Please send me the free Macey case history file. 
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Re-designed vertical-visible record 
file is simpler, less costly 

Iwo new, low-cost filing cabinets with 
new features for housing vertical-visible 
record systems have just been announced. 

Price reductions, ranging from one 
third to one-half accomplished by sim 
plification of design and production and 
increased filing capacity. Reference can 
be made to any record in the file without 


touching a record. Every record has three 





visible =margins—horizontal, vertical and 
diagonal—in which information on the 
record is always visible in the file. There 
are no drawers to open and close, no 
walking to the file, no thumbing through 
the records, no place marking. This re- 
duction in record handling brings say 
ings for the user. 

For more information, Circle number 


682 on the Reader Service Card. 


New mechanized filing cabinet 
offers greater capacity 


A new four-drawer mechanized filing 
cabinet, 5 to 7 inches lower than con- 
ventional files, offers 18% more capacity. 
The new file has almost the same filing 


capacity of a five-drawer conventional file 


which is almost a foot higher. - 

The filer has an increased capacity due 
to the unique swing front. Using sub- 
stitute drawers, angle and cross trays or 
front to rear partitions, card bottoms and 
compressors, the file can be converted for 

~ py 


x 3” cards, 6” x 4” cards, tabulating 


ne 


J 
cards or checks. Also, front to rear com- 
partments for practically any record may 
be formed by inserting partitions in the 
drawers. Converting to house special size 
records may be done either at the fac- 
tory or in the field, so that if filing re- 
quirements change, the cabinets never be- 
come obsolete. 

The steel tops are removable and may 
be replaced with either individual lino- 





“Better Seating 


stepped up 


work output 
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says: 

Mrs. Lucille Wilson 
District Office Manager 
American Airlines, Inc. 








Model 15F 
THE COSCO 
SECRETARIAL 


529% 





*$31.00 jn Florida, Texas 
and1l Western States (Zone 2) 


Fatigue, work-lag and absenteeism drop 
when correct seating is introduced. 
That's why so many business men 
choose the Cosco Secretarial. It’s de- 
signed by seating engineers to reduce 
fatigue, increase efficiency. Four easy 
adjustments mold this Cosco chair to the 
individual's build... while he or she sits 
comfortably on a saddle-shaped, foam- 
rubber seat. Sturdy, all-steel con- 
struction. Die-drawn base. Choice of 
upholsteries and baked-on enamel 
colors. Mail coupon for details today. 


HAMILTON MANUFACTURING CORPORATION 
COLUMBUS, INDIANA 


Available in Canada and other world 
markets through registered Cosco dealers 


ULL A Lavine 





== « Please attach Coupon to your letterhead = = = 
COSCO Office Chairs, Dept. MM-4 
Hamilton Manufacturing Corporation 
Columbus, Indiana 
I would like the name of my nearest dealer and 
full details on the following COSCO office 
chairs. 


D Secretarial 00 Executive 0 Side 
BUY IRR cscs acs aan Beda Wace divin OSS Gis DEW ORES 
Ds cies Re as Can ein cowie a ee ale neta 
FO eT ee Te REET ee ee ee ° 
a RD rar Oa PRA DOOR. 5). tes on Sacks 


eu ee ae ee 
(Circle 631 for more information) 
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A GREAT 
DESK BUY 














You don't have to be an expert to 
judge desk value. Just see if the symbol 
“ID" appears in the middle drawer. If so, 
you'll know it's an Indiana Desk — and 
a great buy by any value standard. Be- 
cause every Indiana Desk is a product of 
extra-good wood and expert craftsman- 
ship . . . planned to promote most effort- 
less user efficiency. And ‘“‘ID"’ spells 
“budget-sparing,” too! 


A visit with your nearest In- 
diana Desk dealer will prove 
profitable indeed. Please write 
us for his name, now. 


LLL LE 


JASPER, INDIANA «+ U.S.A. 





(Circle 636 for more information) 
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GUARD AGAINST KEY TROUBLE 


Why put up with another day of troubles with 
Lost Keys... Mixed-up Keys... Stolen Keys 
... Poorly Cut Keys... Expensive Lock Re- 
placements . . . Damaged Equipment .. . ? 
BE FREE, WITH... 


TELKEE 
Moore Key Control 
‘A method for filing dnd controtling keys 


FILE AND FIND KEYS FAST 
Easy to install... Simplicity itself. Keeps keys 
... Fright at the end of your finger tips! 


For complete details write 


P.O.MOORE CORP. 


300 4th Ave., New York 10,N. Y. 





(Circle 648 for more information) 
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leum tops or, if the files are used in bat- 
tery, as for a counter, a continuous top 
may be used. 

For more information, Circle number 


681 on the Reader Service Card. 


Portable electric eraser 
has automatic switch 

A new electric eraser for pencil, ink or 
type works automatically—just pick it up 





and start erasing. It has a high torque, 


heavy duty, AC motor with no brushes or 
commutator to clog or fail. 

For more information, Circle number 
680 on the Reader Service Card. 


Master clock automatically 
corrects time variation 


A radio-supervised master clock de- 
signed to provide time control coordinated 
with the United States Bureau of Stand- 
ards’ broadcast time has just been an- 
nounced. As a master control, it can keep 
all clocks, time equipment and signaling 
devices in electronic or electric self-reg- 
ulating time systems at uniform and ex- 
ceptionally accurate time. 

The Bureau of Standards _ broadcasts 
time signals by short-wave radio. The 








Too many chiefs, 
not enough originals— 


It used to be a sin to send a carbon copy to a 
Vice President in our company. All the officers had 
to have originals. Old tradition, or something. Sure 
burned up a lot of time typing extra copies. 

Burned me up, too! 

Then we learned about the Bambino—and our 
stenos stopped being rubber stamps! 

The Bambino is the new Ozalid® machine for 
office use, little larger than a typewriter. 

It will reproduce anything typed, written, drawn, 
or printed on translucent paper that is not over 
nine inches wide, any length. Makes up to 200 copies 
an hour on specially coated Ozalid papers—or on 
film, cloth, cards, in a variety of colors. A letter- 
size sheet is copied for less than two cents. 















The Bambino does not need stencils, negatives, 
inks, messy solutions. Anybody can use one. And it 
pays for itself in a short time, by doing away with 
hand copying and extra typing; making 
available duplicates of records, reports, 
forms, orders, diagrams and charts. 
Modestly priced at $410. Even small 
offices find it profitable. 

For a demonstration, call Ozalid Fa 
office or distributor in your phone 
directory. Or write for free folder— 
to 50 Ozaway, Johnson City, N.Y. 











copying machine for the office 


A Division of General Aniline & Film Corporation 
... From Research to Reality 
In Canada, Hughes Owens Company, Ltd., Montreal 


(Circle 678 for more information) 
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ON A SI 


NGLE 


Davidson... 





-ePRINT 


letterheads, 
brochures, 
pamphlets 


..EMBOSS 


stationery 


-- IMPRINT 


advertising 
—— 


,.REPRODUCE 


anything that is drawn, 

typed, ruled or written—maps, 
engineering drawings, 

and a host of other material. 














With your Davidson — the only 
machine of its kind—you can real- 
ize substantial savings by using 
whichever method is best suited 
to each job — offset, dry offset or 
letterpress (employing electro- 
types, type slugs, rubber plates). 
Changing from one process to an- 
other requires only minutes. 

Simple to operate, the David- 
son is ruggedly built for years of 
low maintenance service. 


BLANKET 
CYUNDER 





Only Davidson 
Offers You This 
Performance Ability 


With the same unit you can do: 


Letterpress Printing 
Offset Printing 

Dry Offset Printing 
Rubberplate Printing 
Embossing 

Imprinting & Numbering 











DAVIDSON SALES AND SERVICE IS NATIONWIDE. IF, HOWEVER, A 
DAVIDSON REPRESENTATIVE 1S NOT CONVENIENTLY NEAR YOU, 
WRITE FOR INFORMATION ON DAVIDSON’S UNIQUE ABILITIES. 


DAVIDSON CORPORATION 


DEPT. H-44, 29 RYERSON STREET, BROOKLYN 5, N. Y. 


A SUBSIDIARY OF 


(Circle 
48 


MERGENTHALER 


617 for more 


LINOTYPE COMPANY 


information) 











short-wave radio 


clock 


which 


master contains a 


receive is turned to these signals. 


Once 


its accuracy 


each hour, the master compares 


with that of the time signal 


and, if it should be incorrect, resets it 


sell automatically. A radio speaker mount 


ed behind the dial can be switched on at 
any time to permit visual checking of the 
master’s time to periodic voice announce 


ments of time which are broadcast on the 
signals. 
Circle 


679 on the Reader Service Card. 


same frequencies as the 


For more information, number 


Small item storage cabinets 
ideal for office accessories 


Small frame cabinets with styrene, crvs 


tal-clear drawers attempt to do away with 


junk” drawer in every desk. 


the notorious * 


The cabinets come in four sizes, have 16, 


24, 32, or 48 drawers, and can either stand 


or hang on the wall. 
Fach drawer is equipped with an index 
slot, index label, and with metal dividers 


to separate the interiors into three parts 


for holding such items as clips and rubbe 
bands. 
also has 


Every drawer a stop to prevent 


$ 








ON THE BOTTOM | 
wit - old. style Filing toldus 


“GLIDE | EM M AT 





PEN DAFLEX’ 


HANGING FOLDERS 


Oxford Filing Supply Co., Inc 
88 Clinton Road, Garden City, N.Y 
Please send free Pendaflex catalog to 


NAME 





STREET 





CITY 








(Circle 649 for more information) 











| 























how did Millie get 
out in the hall? 


Millie’s out in the hall because somebody fluffed 
when planning office space. When it came down 
to brass tacks, there wasn’t room for Millie. 
When you use Chart-Pak Office Templates, you 
can’t go wrong—and the cost is negligible. Do 
your own office planning the easy, foolproof way 
—use Chart-Pak Templates—preprinted templates 
for everything—you can stick ’em down and pick 
them up again. You'll do a professional layout 
job. Chart-Pak materials also available for 


(oi organization and flow charts; plant 
i Bo. 
(AMT PA 


layout and graphing kits. Write for 














) details. 2607 
- a ee ee ee ae a ee ape ae eee ee “~ 
— CHART-PAK, INC. I 
1 96D Lincoln Ave. Stamford, Conn. 
; Rush that Chart-Pak information to: { 
} Name I 
1 Company 
| Address i 
| City State | 
Sana can Ga es ee EEE 

(Circle 613 for more information) 
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accidental spillage and to permit the 
drawer to hang open from a divider edge. 
Ribbed runners on the bottom of the 


drawers permit easy sliding. 
For more information, Circle number 


694 on the Reader Service Card. 


ee 


Improved double-coated tape 
for variety of uses 


An improved double-coated tape tor 
industrial use, for jobs requiring a tape 
with adhesive on both sides, is now avail- 


able. The tape offers the following advan- 
tages: a new protective liner is used to 
minimize loss of tackiness during storage, 
liner removal has been made easier and 
the tape, minus the liner, is nearly 1-mil 
thinner than previous tapes. 

It is designed for such jobs as mounting 
metal to metal, metal to wood (such as 
cuts to wood blocks in the printing trade) 
or for a number of splicing jobs involving 
paper, cloth and metal foils. ‘The tape is 


4” 


available in 14” to 20” widths on 36-yard 


rolls. 
For more information, Circle number 


678 on the Reader Service Card. 


Combination type gauge and 
charts simplify type fitting 

A fast and highly accurate type casting 
system combines a series of easily read 
charts and a unique type gauge, which 
simplifies copy fitting to a fast and precise 
science. It shows at a glance not only the 
correct size and face to fit the allotted 
space, but also many alternate type faces 
for quick and easy comparison. A total of 
355 of the most widely used type faces, in 
lower case and caps, are listed and classi- 
fied alphabetically with their foundries. 

For more information, Circle number 
677 on the Reader Service Card. 


Industrial quality control 
aided by production counter 

A production counter has been de- 
veloped for Quality Control which tells 
at a glance whether any process is “in 
control” or “out of control,” both on the 
basis of the total production and on the 
basis of the most recent production. 

The inspector pushes either the “accept” 
or the “reject” button, at the base of the 
instrument, as he checks each characteris- 
tic. “Accepted” and “rejected” produc- 
tion are each shown on two counters. 

In a receptacle at the center of the in- 
strument panel is a series of charts for 





$35 000 - 








with LelAutograph =4a7 Grn — 


says Raytheon 


Raytheon Manufacturing Company, pio- 
neers in the development of electronic 
components and systems, writes in its 
prize-winning house organ, Raytheon 
News, about the TelAutograph Telescriber 
System installed in the Chicago TV Divi- 
sion: A basic savings of $35,000 a year 
has been made with the installation of this 
equipment, and future savings are ex- 
pected to be even higher.” 

Transmitting handwritten messages in- 
stantly, the TelAutograph reports incoming 
material automatically and in one opera- 
tion to six receiving units located in vari- 
ous parts of the Chicago plant. Raytheon 
News describes the TelAutograph Tele- 
scriber System as “a magic wand...a 
time and dollar saver.” 


+Trade Mark 


NGS 
p YEAR-** 





Your company, too, can realize surpris- 
ing savings in many applications made 
possible by the flexibility of TelAutograph. 








Write for efficien- 
cy-producing in- 
formation on Han- 
dling Incoming 
Materials, Sales 
Orders, Mainte- 
nance Control and 
other subjects in 
the free 16-page brochure ‘The Nerve 
System is Communications.” Also 
available on request: ‘’Flash Filing for 
Business and Industry.” 














Write Dept. MM-44 ~ 


TelAutograph 


CORPORATION 
16 West 6lst Street, New York 23, N. Y. 


*TM Reg. U.S. Pat. Off. 
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FACE T 


. . and the facts are your continuous A 
formswriting system can be no more efh- } 
cient than the planning behind the forms, 
the formswriter—and the carbon paper. 

Repeat-O-Pak floating reusable carbon 
paper is specifically engineered to get 
maximum efficiency from every type of 
continuous formswriting job. 

It automatically loads six times more 
carbon paper on the formswriter—and 











uses that carbon paper over and over 
again. Faster, cleaner, permits more 
copies at one typing. 





FACTS 


Has many exclusive “bonus” features, 
such as aligning leaders, self-contained 
buffers, full or partial block-outs. Avail- 
able in a great variety of weights and fin- 
ishes to meet the specific requirements of 
any formswriting job. 

It pays in many ways to get all of the 
facts about Repeat-O-Pak. 


oPeat.f+-Pak 


STANDARD MANIFOLD COMPANY 
Carbon Paper @ inked Ribbons 








333 W. Lake St., Chicago, Ill. 


Offices in principal cities. In Canada: Budge Carbon Mfg. Co., Ltd., Montreal 3, Quebec 
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The NEWEST & LATEST 


Tammi iclale Imm mel 


Electric Typewriters ! 


Also 

Available 

With 2 Drop 

Leaves, Level 

W.Top Or 442" Below 
And With Or Without 
Steel Cups And Adj. 


Channels 


Provides The Ultimate In 
Looks—Style—Safety—Strength! 


Maso's new, beautiful, all steel De Luxe Stand 
is especially designed and quality built to pro- 
vide safer, stronger support for your valuable 
electric office machines—typewriters, calcula- 
tors, adding machines. 
The modern style and 
design blend in with any 
office setting. Other fea- 
tures include: greater 
operator comfort; easy, 
safe portability; less 
operating noise’ with 
rubber feet & casters. 
See and compare. List 
$31.95. 
At the Better Office Supply Dealers! 
Write For Free Hlustrated Brochure! 


All Steel De 
Luxe Stand 


(Circle 676 ‘for 1 more, information) 








different over-all average defective rates. 
Each chart lists, for a specific rate, the 
maximum numbers of rejects which may 
occur in the course of different quantities 
of accepted production. Charts can be 
made up to suit individual requirements. 

For more information, Circle number 


699 on the Reader Service Card. 


Automatie display lights 
feature built-in timer 

The feature of a new display light is 
its built-in time switch which turns the 
unit on and off. ‘This automatic light- 
ing makes possible more display hours 
without costly or bothersome installations. 
It is completely portable; simply plug in 
the automatic display lights where you 
need them. They may be focused in 
any direction and may either be placed 
on the floor or counter, or hung. Mo 





Exclusive! 





“You Don’t Have To 
SOFT ROLLER ME 
When You Use The New 


INDEX TABBING With 
Pica Spaced Inserts!” 


SAVES 567% TYPING TIME 


On Typing |, 2 or 3 Line Titles 


@ Typing is Faster, Easier 
Always On a Straight Line! 
Titles Are Neater, Cleaner! 


Ends The Need For Tedious, 
Fatiguing Soft Roller Work. 








IT’S THE SPACING THAT DOES IT 


The new AICO TYPERITE TABBING has blank inserts spaced 
exactly 2 and 3 picas deep to permit use of the line space lever 
when typing titles. This ends the need for soft roller work when 
centering or positioning the titles on the insert strips. Just set 
the line space lever for 1, 2 or 3 spaces and you breeze right 
through the job. 


Now, At Your Stationer or Write Dept. 3 For FREE Sample! 


AIGNER 
INDEXES 


97 Reade St., New York 13, N. Y. 
426 S. Clinton St., Chicago 7, Ill. 
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FOR MANAGEMENT METHODS 


Management METHODS, here’s a specially de- 


SSSSSSSSSSESSSSSSSSSSSSSSSSSSSSSSSSSESSSSSSSSeeseeeeesses eH, 


you would like to retain your copies of 


ADVERTISING INDEX 


Acme Visible Records, Inc. 
Agency: E. H. Brown Adver tising Agency 


Addo Machine Co., Inc. 
Agency: The F. W. Prelle Co. 


G. J. Aigner Co. 
Agency: The McNulty Advertising Agency 


Alma Desk Co. 

Agency: Southeastern Advertis sing Agency 

The American Hardware Corp.— 
Corbin Wood Products Div. 


Agency: Horton-Noyes Co. 


American Writing Paper Corp. 


Agency: Fairfax, Inc. 


Apsco Products, Inc. 
Agency: Julian R. Besel & Associates 


Art Metal Construction Co. 


Agency: Comstock & 

Automatic Electric Co. 

Agency: Proebsting, Taylor Inc. 
Borroughs Mfg. Co. 
Agency: Roland G. Spedden Adv. Aay. 
Bradley Washfountain Co. 


Agency: Kirkgasser-Drew Advertising 


Chart-Pak, Inc. 
Agency: O. S. Tyson & Co., Inc. 


Chrysler Corp.—Airtemp Div. 


Agency: Grant Advertising, Inc 


Clarin Mfg. Co. 

Agency: Goodkind, Joice & Morgan, Inc. 

Columbia Ribbon & Carbon 
Mfg. Co. 

Agency: E. M. Freystadt Associates, Inc. 

Copy-Craft, Inc. 

Agency: Osgood & Hazen 

Davidson Corp. 

Agency: Gotham Advertising Co., In 

The Denominator Co., Inc. 

Agency: Moresales Associate 

Ditto, Inc. 

Agency: Tim Morrow Advertising 

Eastman Kodak Co. 

Agency: J. Walter Thompson Co. 

Thomas A. Edison, Inc. 

Agency: Green-Brodie 

Elliott Addressing Machine Co. 

Agency: H. B. Humphrey, Alley & 
Richards, Inc. 

Evans Specialty Co., Inc. 

Agency: Virginia $. Morton 

Executone, Inc. 

Agency: The Joseph Katz Co. 

Frigidaire Div.—General Motors 
Corp. 


Prat Foote, Cone ‘& Belding 


signed binder that will hold 12 issues with- 
out crowding. Looseleaf, it requires no post- 
hole punching. Pages open flat with no part 
of the gutter of a page hidden from view. 
Issues can be inserted in a second. The 
rich, maroon, leather-like cover is hard so 
that volumes may be stored ‘on end” in 
your bookcase. Each binder is embossed with 
the title “Management METHODS” 


The General Fireproofing Co. 
Agency: The Griswold-Eshleman Co. 
Gestetner Duplicator Corp. 
Agency: Gardner Advertising Co. 
The Globe-Wernicke Co. 
Agency: Kammann-Mahan, Inc. 
George B. Graff Co. 
Agency: The Eddy-Rucker-Nickels Co. 
The Haloid Co. . 

Agency: Hutchins Advertising Co. 
Hamilton Mfg. Corp. 

Agency: Ruthrauff & Ryan, Inc. 


Hammermill Paper Co. ... 
Agency: Batten, Barton, Dursti: 
Osborn, Inc. 
Idarris-Seybold Co. ses aies-e 
Agency: Fuller & Smith & Ross, Inc. 
Harter Corp. .... Bata 2 
Agency: Lamport Fox Prell & Dolk, Inc. 
Imperial Desk Co. 
Agency: Keller-Crescent Co. 
Indiana Desk Co. 
Agency: Keller-Crescent Go: 
International Business Machines 
Corp. .. is th AE ral 
Agency: Cecil & Presbrey, Inc. 
Irons & Russell Co. 
Agency: Knight & Gilbert, Inc. 
Jasper Chair Co. 
Agency: Walter Advertising Art 


The Jasper Desk Co. 37 
Agency: Walter C. Hellmann Advertis ing 


ADDRESSING 
MACHINES 


Single binder price is 
$3.95. Or, if you have 
back issues on hand, 
save a dollar by order- 
ing two for only $6.95. 


offer you the only competition you can find 
in the Addressing Machine industry. 
Consult your yellow telephone book or write 
to The Elliot Addressing Machine Co., 
150A Albany St., Cambridge 39, Mass. 


Check or money order must accompany 
your order to: 


Spartan 


STATIONERS, INC. 
141 East 44th St., New York 17, N. Y. 


tion displays and other electrical devices 
can also be controlled by the master unit. 
lor example, a rotary display, plugged 
in to the light, can be accent-lighted 
e by the unit and also turned on and off 
automatically. One display unit can serve 
and control an entire window. 

For more information, Circle number 
659 on the Reader Service Card. 
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PLEASE SEND ME 


Managemen? METHODS for one year at $5.00 


SUBSCRIPTION 


copies of THE INTEGRATED OFFICE at $2.00 each 


ORDER FORM 


Payment enclosed Bill me Bill my company 


Name 





Title 


Company SS SS one year 
Address 


$F 00 
City Zone ee ) 


No. Employees in Firm APRIL, 1954 


eee ee eee ee 





FIRST CLASS 
PERMIT No. 61639 
(Sec. 34.9, P. L. & R.) 
NEW YORK, N.Y. 


3c.-POSTAGE WILL BE PAID BY— 


MANAGEMENT MAGAZINES, INC. 
141 East 44 Street 
NEW YORK 17, NEW YORK 





ADVERTISING INDEX continued 


Jasper Office Furniture Co. 
Agency: Keller-Crescent Co. 
Lamson Corp. 

Agency: O. S. Tyson & Co. 
LeFebure Corp. 

Agency: Ches A. Ettinger 


The oy ar Go. 2 ee 
Agency: N r Advertising Agency 


It's the smoothest, 
easiest operating machine 
I've ever used. 


And you're so right! 
Noise-free . .. means trouble- 








Management ‘Coe Charts Co. 
Agency: Scantlin & Co. Adve 

Maso Steel Ba erage 

Agency: T ty Advertising Agen 

The McBee. . 

Age J. LaRoche & Co. 

CG. & C. iiertion Co. 

Aaency: Horton-Noye Cx 

Motes Omics — Inc. 


sie £0 Stencil Flee Co. 
Ad 


A YENCY J aa Ive 
Minnesota Mining & Mig. Co, 


eee ta Poris, Inc. 
Agency: N. W. Ayer & Son, Ir 


P. O. Moore, Inc. 
New ing 4 industria! Directory 
cS 


Outlook, Envelope Co. 
C. Advert 


Oxford Fling Supply esd Inc. 


Agency 


— Oe. 


. E. McGive 


Parsons Paper Co. 
y: Wilson, Haigt 


Photostat bog 

Kn be In 
Recording & Statistical Corp. 
Ag Jacksc 


The Reunelde & iii Co. 
Agency: Weber, Geicer & Kalat, In 


Rite-Line Corp. 
Aaency: E. M. Freystadt Associate 
nil Shaw- Walker Pas 

ae Wa alter Th 


The Shredmaster Corp. 
The Soundecriber Corp, 
Aaency: H. B. Humpt Alley & Richard 
Standard Manifold Co, 
ney: Collins & Hart 
the Sturgis Posture Chair Co, 
Blaco Advertising Ag 
Pecan Electric Products, Inc. 
Agency: Cecil & Pre ey, Inc. 
Leaegrene Corp. 
y: Gothan ng C 
The Todd Co, ~* 
Agency: The Merr And n Cc 
United Stotes Envelope Co. 
Agency: Wn Reminat 
Wessell acansbualon ao 
yency: James R. Flanagan Ad rtising Ager 
Wood Office Furniture Institute 
Agency: Henry J. Kaufman & Ass ate 
Yawman & Erbe Mfg. Se, 
Agency: Charles L. Rumr & Ce 





BUSINESS FORMS AND 
PRINTING SALESMAN 


Substantial drawing account . . . Present sales 
force averages $10,000 per year. Exclusive ter- 
THOEY. 6 6. established accounts. Every auto- 
mobile dealer is now a customer. Unlimited 
potential selling Accounting Forms . . . One 
Time Carbon Sets . . . Checks . . . Stationery 
. Envelopes. Complete Systems for Payroll 
. . Inventory . . . Machine Accounting, etc., 
to Industrial and Commercial Businesses. 


Sales Office and Phone Furnished 
WRITE SALES MANAGER 


The REYNOLDS & REYNOLDS Co. 


Printers and Lithographers Since 1866 
Dayton 7, Ohio 
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free. That's because superior 
designing and precision manu- 
facturing have insured perfect 
parts coordination ... 
cushioned rubber suspension. 
No bouncing or vibration also 
means less wear and tear on 
the parts. No wonder the new 
ADDO-X has taken the 
business world by storm. 


STEP-O-MATIC 
MULTIPLIER LEVER 


makes the ADDO-X a 
calculator as well ... when 
used for multiplication. This 

exclusive feature permits auto- 
matic step-over to the next 
higher unit without using the 
0-Key. Here's a time saver that 
really insures fast and 
efficient multiplication. This 
feature combined with 
ADDO-X's “‘live’’ Repeat and 
Repeat/Subtract Key... 


plus automatic clearance of 
the Keyboard after multiplica- 
tion... makes ADDO-X the 
most advanced adding 
machine on the market. 

Write now for new, illustrated 
folder and full details. 


I'm 

just 

in love “SS 
with 

my ADDO-X 





ADDO-X puts 


your figures in order 


DO MACHINE CO., INC. 


145 WEST 57th STREET, NEW YORK 19, N.Y. CIRCLE 5-6940 


Exclusive U. S. Distributors; Addo-X Adding Machines 
Multo Calculators — Roneo Mimeo Machines 


(Circle 602 for more. information) 
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vOUR FIRST CHOICE IS TELEVUIGE © ammeltin 


BY MORETHAN 3101/0 == 


EDISON'S; NEW FASHIONED PHONE DICTATION 
SYSTEM SWEEPS NATIONAL PREFERENCE POLL! 




















“First choice is TELEVOICE!” So say the nation’s biggest and busiest 
Offices in a recent, independent, coast-to-coast survey! They proved 
their preference by purchasing it — 3 to 1 over any other! Edison was 
years ahead in introducing phone network dictation — and is still 
years ahead in design, simplicity, accuracy and experience. Only 
Edison has a dozen patented, can’t-be-copied features that will speed the 
work flow of your entire office. Only Edison has years of experience in 
prescribing the just-right system to handle the work load. And only 
Edison makes TELEVOICE, the preferred system, used by companies 
like ESSO, GENERAL ELECTRIC, U.S. RUBBER, OTIS ELEVATOR, PROCTER & 
GAMBLE, BORDEN’S, and thousands of others. With one typist handling 

} the dictation traffic of up to 20 dictators, EDISON TELEVOICE will serve 
and save for you if you have three dictators or more. Investigate! 


These Amazing Savings Show Why 
TELEVOICE Is Preferred—-3 to 1! 


Yearly .ctation time of executives ...CUT 70% 
Dictation-to-signature time 


Cost of dictation service per day ....CUT 47% 


EDISON TELEVOICE 


A DICTATING en NETWORK TO Pm OFFICE WORK FLOW 





GET THIS NEW FACT-PACKED 16-page BOOK that tells 
why more than 1000 new users a month are turning to 
TeLevoice! Send handy coupon today — don’t 
delay — just clip to your letterhead and mail it! j 
Or phone local representative listed under 

EDIPHONE Or EDISON VOICEWRITER. 


rf 44 fe 


EDISON (Ediphone Division) 
90 Lakeside Avenue, West Orange, N. J. 


Please send me “5 BIG BENEFITS OF EDISON TELEVOICE 
Q Edison. : POSTMASTER: If undeliverable for 


INCORPORATED NAMI TITLE 
COMPANY 3547 postage for which Is guaranteed. 
ADDRESS 











CITY / STATE 





(Circle 621 for more information) 





